Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1

Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1



Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1

R

§

OENTRAL INTELLIGENGE GROWP i+ - /
% Washington, D, C. I i v

Y

) / St d W‘"m
MEMORA. ‘ .
NUNBER 12 September 1947

. SUBJECT: Establishment of a Federal Credit Union for CIG Employees

- 1. In constantly striving to improve employee welfare and to
extend as many benefits as possible to the personnel of CIG, the Direc~
tor has recently authorized the formation of a Central Intelligence
Group Federal Credit Union.

PURPOSE

2. A Federal credit union is a cooperative assoclation of employ-
ees, organized to promote thrift among its members and to create a source
of credit for useful and provident purposes, It is chartered and super=-
vised by the Government. through the Federal Deposit Insurance Corpora-
tion., Credit unions are organized to serve people having a close common .
bond of occupation. The group must have at least 100 members who are
willing to work together with a genuine desire to be of assistance to
their fellow members,

VANAGEUENT

3. The business affairs of the Federal credit union are nanaged
by a board of not less than five directors and a credit committee of not
less than three members all elected by merbers at an annual meeting held
during the month- of January, -No merber of the board or any committee
reveives compensatinn,. /

LOANS

L.. Loans are made to members only. The interest rate, including
all costs incident to making the loan will never exceed 1% a month on
‘the unpaid balance, At this rate, a loan of $100,00 repaid in monthly
{nstallments will cost a total of $5,50 in interest per annum, The
. rate charged by the credit union is from 1% to 2% lower than *he rate

o charged by small loan companies and most banks.

DIVIDENDS

: 5, . Dividends on shares up to & limit of 6% mey be peid each year
from the balance of earnings remaining after expenses have been paid &rd
twenty percent of net earnings for the fiscal year have been set aside
@3 a reserve for possible bad loans. Dividends are recommended to the
tembers by the board of directors and authorized by a majority of the

nembers voting at the annual neeting,
(#18) ‘

T
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" MEMBERSHIP S 4 )

6. To become~& member~of the Federal credit union one must be a
‘civilian employee of CIG. An ‘applicent may be admitted to membership
by executing ‘an applieation for membership and paying an entrance fee
of twendy=five cents together with a payment of twenty-five cents
toward the purchese ef a $5.00 share, The maximum amount of shares
which may be held by any one member shall be established from time to
time by resolution of the board of directors.

7. The object of the Federal credit union is not profit but ser-
‘vice to its members, If you are interested in having a rlace to accumu=.
late savings or a source from which to borrow, and if you are willing
to serve as a committee member or officer of the credit union, if elected,
without monetary compensetion, complete the attached form and forward it
to the Personnel Relations Division, Room 115, Nerth Building s by 1 Ccto-
ber 1947,

“FOR THE DIRECTCR OF CENTRAL INTELLIGENCE:

STATINTL

Executive for
Administration end Menagement

ATTAGHMENTS: 1

'DISTRIBUTION: = All CIG Employees

R

581-00728R000100040027-1 -
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~1VEEM0RANDUI\I o} THE CHIEF, PERSOMTEL RELATIONS DIVISION J
Persormel Brench, 4 & M

Room 115, Yorth Building

SUBJECT: - Federal Credit Union
1, I desu'e to partlcipate in a Federal credit R : 4

union that may be established in the Central Intelligence
Group.

2, In the event' such a union is. esta‘blished g
agree to purchase at least one share at $5.,00 per share,

and I further agree to serve as a committee member or
officer, if elected, without monetary conpensation.
' - i

. Signature of Employee

“Telephone Extension

Office
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o  “4CIA FEDFRAL CREDIT ,UNION oy’

May 28, 1948

wigyvs you hoard?!

. * i
vou haven'tl Well, don't be disappointed.  Here it is. A convenient
place to deposit your money. :

- . Ths GI& PFederal Crodit Union is colebrating its f£ifth month in operation  STATINTL
SjTATINTL by sponsoring u membership drive. Have you join=d? Now is the lig_u:l
b The Orodit Union office is locéted in Room 208 Central Building.

i will be on hand, during rugular office hours, %o ucoupt
b your mamborship. : ) . NS ’

Hera arc the answers to somo of your questions: ' .
1. Yhat is the puroose of a Credit Union? The Federal Credit Union is ’ B 3
u cooperntivo assoclation organizod to promote thrift among its mombers 3

“and to create n sourbe of credit for useful purposes.

2. Tow dous an smployoo become a member? An applicant may be admitted . o 3
to nomborship by executing an Lpplication for Membership card and paying : : é
an entrance feco of 254 together with a payment of 25¢ toward the purchasc

of a %5.00 sharc. . l . .

3. Do moembers have te doposit a spscified amount? . A member ‘may deposit
any sur Trom 25¢ to §500.00, provided such payment does not maks the
shara balence in oxcess of $500,00. A member with w share balance of
©500.00 or morn may deposit at the rute of $20.00 pur month thercaftere.

L ‘ 4. Cun withdrawals be nsde at anytime? Yes, provided the mer ber doos
v not hive mn outstinding loan pulance in excass of his sharc balance.
Howver, the Soard of Dirsctors hus the right, if deeomcd necossary by
bt : them, to roguire membors to give 60 days notice of intontion to withdraw
the whole or any purt of the amounts so dopositeod by them.

I 5. How safo is monoy doposited with the Credit Tnion? The Fodural
Deposit Insuranch Gorporution SXoincs Ths Dooks annually and supervises
the ovurutions. Persons handling moncy aro bonded.  The Credit Tmion is
rzquired by the Crodit Union ict and the Bylaws to svt asids all entrunco
fousand fines (tho Rourd of Dircctors hns waived tho mssossmont of fincs)
and twenty (20) pereomt of the not ournings of cuch yoar (before docla-
ration o any dividend) as o rosorve agoinst possible bud loans.

6. That is the ratc of dividends paid? Sincy dividonds ure daclared
"ot tT6 ond of ach culmdar yeur und inusmuch as this is the first year B
tho CTa Prdoral Credit !'mion hus bewm in operation the amount of dividends i
paid will depond on the totnl business transactod. throughout: the yoeur. :
To duabe businmss is oxcoptionally good. Dividends nre mover authorized
or paid gt u rate in exccss of 6 percent per anmuir. ) ‘

i 7. hat is the rate of internst charged on loans? The amount of intorost L
s - on -louns Ts 1% por month on the unpaid bulance, which includas all charges. T
inéidentul to nmaking thr loen., At this rate n loan of {100.00 repuid in T
monthly instalimots of ©10.00 will cost a total of £5.50 in intersst. i

AN L 3 : L R A S it 2 e e
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CENTRAL IWTELLIGENCE AGTNCY
Washington, D, ¢, -

SUBJECT:  Duty Offiesrs

off=duty hours, the following nasignments and procedures will be Tolloweds

©ourdaysy Sundsys- and holidays,‘toﬁprovidc‘neccssury>stenagraph é

(This Membrﬁadum rmscinds CIg Memorundum No.| |dated 19 Mhy 1947, 25X1

ond CIG Administrative Order [ 1 dated I5 Tovenber 1946, )

Tor the purpesc of handl ing urgent mattors which may arise during S

fe Duby Officers.

(1) The Personnel Branch, A&M, will publish monthly duty
rosters of Executive and CIA duty officers with home, addresses
and telephorie nunmbers. - Separate rosters will be- mointained for
Saturday, Suyday and holiday duty.

(2) Exesutive duty offieer roster will be comprised of em=
ployees of the Executivp Offices and ICADS, in grades P=6,. CAF-12
and higher,‘locatedvin North Interior Building, and all Assistant
kDirectors,;Deputy Assistant Dircctors, the. Genoral Counsel end . .
Assistant General Counsels, ' ' o 5

(3) CIA duty offiser rocter will be comprised of all other

CTA employces in grodes of P=5, CAT=12, and above,

(4) Any exchaﬁgcs in assigned dates dcﬁired for personal
convenicnce ean be effected by nutial egrecment with another duty
officer and notificntion to ths Personnel Branch (2xtension 561)
of the change, : . ‘

bs Bxooutive Duty Officors. - _

The Exceutive duty officer will romain awvailableé for ecall nt
his residence, notifying tho CIA duty officer 'and CIA telephone
operator. in the “cvent ofhtho'neccbsity to  lenve his rosidence for

" an emorgency or in conjunction with CIA offieial business,

o CI4 Duty Officers (Effcctive 1 Wovember 1947)

(1) cIA duty orficers will report Monday ‘through Friday to
Room 7135 North Interior Building, .at 1620 end remain on- duty-

until IBOO;uund‘Saturdays, Sundqys,andvholidaYS from 0830 to 1700,

(2). & clcrical'nssistany;'in'gnade CAF-6 or below, will be

;uQQiluble Trom 0830 o 1700 in.Room 7135 North Interior on Sate

lished by the Porsonncl Branch,’ Asy, - : R

assistince, The clurical duty roster willfbetpreparedjand,pub: B

(o858)
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(3) The CI:i duty officer, after leazing the office, will pro-
ccod to his residenco ond remain available until 0800 to take all
incoming calls for CIA, teking such action &s is required. Where
neceasary he will contaot the Bxecutive duty officer or a reprc-
sentative of tho particular offiece concerncd. In the svent neither
of the above is availsble, he will contact any person on the list
of those cuthorized to scrve as Expeutive duty officers. In the
cvent of & call requiring delivery of a message or document, he
will arrange immedintoly te piek-up the mossags or document, ox=
amine the contents, and completo.any required immediate action.
TUpon complotion of such action #he message or document will be
£i188 in & sccure loeation, in accordance with CIA. Sccurity
Pegulntions, ‘ ‘

“

(4) The CIA duty officer-nssigned for Saturday, Sunday, or
holiday duty will repoit to the Personsl Assistant to the Director,
Room 7135, on Friday nreceding duty day, or the day before holidny
duty, tc rueeive eny specisl instructions. : :

(5) A duty officerts log will be prepared and kept in Room
7135 containing furthar detailed instructions, including a perma=
nent list of persons in indiwvidual officcs ¥ho can bo contactod
with regard to mutters affesting tlat office. Each 2ssistant
Dirsctor and staff chisf will submit to the Porsonal Assistont to
the Dircotor immediatoly a list of not to excecd six individusls,
nasignod to his activity who can be sontneted, if nceassory, on
official matters outside of offiee hours. Changoes will be roportcd
whonover. appropriatc.

(5) All civilian personncliwhu arc detailed for Saturday, Jin-
dny nnd holiday duty mey be pivoen compensatory timo off or paid
overtime, in aceordanec with the provisions of CIG- Administrative
Ord:.r: dnted 15 November 1948,

Telephone Scrvicc. The night telephone oporntor on duty, upon

‘reccipt of o call, will endesvor to reech the porson desired. If this is
. dimpossible, and the call is officinl, she will record the naome and telephone

number of the person ealling and inform the CIA duty officors This record,
ineluding the time tho call was roceived, and the duty officer to whom the
eall wes roférred, will be roportoed to' the chivf operator the following
morning. The chief operatar will mointain o file of thees reports in her

office.

i

3o

Transportation.  Goveramont transportation will be available to

duty officers when necegsary in the performance of their duty, and mey be
obtained By ecalling EXedubived |

ATTACHVMENTS: None

FOR [HE DIRECTOR OF: CENIRAL INTELLIGENCE?, -

: Exscutive for .~ _
- Adninistrotion and Management

_ RESTRICTED .

DISTRIEUTTON: ALl GIA Employcss.
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oo %@ CENTRAL INTELLIGENCE GROUP ™

‘Washington, D. C,.

MEMORANp==s
NUMBER , » 10 Septemben

SUBJECT: Unvouchered Funds

1, Special Funds Regulation dated 21 October 1946, is changed
as indicated below for those activities not under the supervision of the
Assistant Director for Special Operations:

&, Paragraphs 3,3, 4.2, and 6.4 ép (c) (d) and (e), and the
extension of authority under Project 8045 approved by the Deputy
Director on 30 July 1947, are rescinded, ‘ :

b, The authority of Assistant Directors and the Executive for
A&l to approve obligatiens and expenditures of unvouchered funds
without prior approval of the Director is withdrawn,

c. (1) a1l obligations, advances and expenditurss of unvouchered
funds for any purpose must be approved in advance by the
Director, or his representative designated in writing,

(2) Requests for authority to obligate, advance, or

expend unvouchered. funds will be initiated by interested

Branch or similar Chiefs and forwarded through Assistant :
Directors or Staff Seetion Heads and the Executive for i
. A&l to the Director, except those projects submitted for ’ : i
: STATINTL action by the Projects Review Committee under the provi-

. sions of CIG Administrative Order | dated 25 Octo=

' ber 1946. Recommendations of the Projects Review Com-

mittee will be submitted to the Director for final action _
in each case, : ;

(3) Requests for authority to advance unvouchered funds
under approved recommendations of the Projects Review
Committee and vouchers covering expenditures thereunder

will be reviewed by the Branch or similar chief, who will
enter thereon the number and date of the approved project,
and forward it through his Office or Staff Section Head

for approval and transmission to the Chief, Special Ser-
vices Division, Budget and Finance Branch, A&M, for action, -,

(4) Advances of unvouchered funds and certification for
payment of vouchers covering expenditures and obligations:
of unvouchered funds.in accordance with prescribed. regula=-
tions may be made by the Chief and Deputy Chief, Budget

and Finance Branch, A&, or the Chief, Special Services
Division of thet Branch, when prior approval of the pro=
Ject has been obteined under ‘the provisions of this direc~ -
tive, i

; '(26'09) : ; .

0
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(5) Vouchers covering expenditures or obligations of
unvouchered funds approved by action other than by the
Projects Review Committee will be handled in the same
nanner as indicated in (3) above,

2. A memorandum of instructions for the guidance of individuals who
may travel under euthorization involving reimbursement from unvouchered furnds
is attedched, » .

3. The Executive Director and the Executive for Administration and
Management are authorized in the name of the Director of Central Intelligence:

a, To approve travel within the contirental limits of the
United States of prospective employees to Washington for inter-
view when considered as essential in the best interests of CIG,

b, To approve travel within the continental limits of the
United States for recruiting purposes and/or incidental expenses
incident thereto when circumstences in comnection therewith war-
rant utilization of unvouchered funds., ‘

Ce  To take final action on, or meke recommendations to the
Director in connection with cases normally handled under the pro-
visions of paragraph lc(4) above when the individuals listed
therein are in disagreement with requests or vouchers presented
to them for action, :

4+ Payment of the salaries of individuals employed on an unvouchered
funds status pending the establishment of vouchered positions by the Civil

-Service Commission is authorized only until the date of establishment of

the vouchered position in each case.

5. 8, Each Assistant Director (except ADSQ) and Staff Section
Head will submit to the Projects Review Committee in writing,
within ten days after receipt of this memorandum, his antici-
pated normal requirements, not previously approved by the Direce
tor, for unvouchered funds, by quarter, for the balance of the
Fiscal Year 1948, A list of suggested classifications to be
submitted is attached, ‘

b, Major projects involving lerge expenditures which are not
‘yet developed to a point which will permit factual and intelligent
presentation may be omitted and submitted separately at later dates,

'

Pyl b -+f
R. H. HILLENKOETTER
‘Rear Admiral, USN

Director of Central Intelligence

2 Attachments :

1, Instructions for Travelers o :

2. List of suggested classifications for projects
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AUTHORIZATION

1, The use of unvouchered funds for travel and expenses incident thereto
will be authorized only when the nature of the travel or official
duties in connection therewith is such that security considerations
make it impracticable to pay travel costs from vouchered funds. A1l
travel to be paid from unvouchered funds must be.authorized or approved
by the Director or his designee in writing,

2, A request for authorization to travel under unvouchered funds should
be initiated by the appropriate Branch Chief and forwarded through
the Assistant Director or Staff Section Chief and the Executive for
Administretion and Management for approval, The approved request
will be returned to the traveler end & signed copy forwarded to the
Chief, Special Services Division, Budget end Finance Branch, and will
constitute the authority for payment of the traveler's account upon
submj ssion of a proper voucher. '

ADVANCES

1. After the travel has been authorized by the Director, an advance of
funds required to cover the anticipated costs of travel may be '
secured by the traveler from the Chief, Special Services Division
All advances must be fully accounted for by the traveler, .

TNPE_OF EXPENSES ALLOWED

1. Reimbursement will be made for actual costs of transportation by rail,
bus, vessel, and air; and for taxi fares to and from railway stations,
air or bus terminals. The lowest availeble first-class facilities

i may be secured, Luxury compertments, etc., are not allowed unless
~ specifically justified by the circumstances. Travel by personally
i owned automobile or special conveyance, as distinguished from publie
common cerrier facilities, must be specifically authorized or ex-
plained. '

{ ' 2, Per diem in lieu of subsistence will be sllowed a traveler while he

i ~ is away from his officiel station. Regardless of the smount actually
spent by the traveler for personel items such as hotel rooms, meals,
laundry, tips, etc., he will be reimbursed for only the amount of -
the stipulated per diem. The per diem rate for civilians in the

U. €. is $6,00 per day. For civilians traveling abroad the rate
varies from $7,00 upwards depending upon the location. The rates

of per diem paid to military and naval personnel will not exceed
that provided in military and naval regulations.

3, Under certain circumstances entertainment expenses in connection
with securing confidential information end related official pur=-
poses will be allowed, The officiel purpose or necessity for the
entertainment and the date and place must be shown, The number of
persons’ entertained must be indicated together with a statement
that names of the persons entertained are withheld for security
Teasons,

03/01/27 : CIA-RDP81-00728R000100040027-1
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4o - Miscellaneous incidental expenses such as hire of stenographic ser-
vices, rental of special quartcers for officiel purposes, payment of
‘telephone and telegraph charges, ete,, may be allowed when the
official necessity therefor is properly expleined,

YREPARATION OF TBAVETL EXPENSE VOUCHFR

e S e s i Adne ¥ s A

1, Upon completion of travel the traveler will prepare Travel Voucher
Form No. 33«12 with the following information indicated thereon:

a. An itinerary showing the dutes and times of departure from
" ‘and arrival at his official station and points visited on

official business.

b. An itemization of per diem claimed, compﬁted on the basis
of the traveler's itinerary.

¢, An itemization of all transportation charges paid and an
explanatlon of any special conveyances or luxury accommo=

detions used.

d. An itemization end justification of g1l entertainment or
incidental expenses claimed. ‘

e, Pzid receipts supporting 211 expenditures, or an explana=
" tion as to why such receipts were not  obtained.

' 2. The traveler will sign the Travel Voucher Form No. ‘33=12 as "Payee',

and the appropriate Branch or Office Chief will sign as "Approving
Officer", The Travel Account will then be forwarded to the Chief,
Speeial Services Division, Room 210, Central Building, for audit

and peyment.

Attachnment 1,

TSRS
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Suggosted Items for Unvouchered Proposals

(When classification of Projeots warrant the use of unvouchered funds)

) Personal Services

Non=Civil Service Employees ’ : ]
Consultants ‘ ‘ i 4

02, Travel.

Transportation of Persons

Subsistence (reimbursement for actual expense or per diem)
Incidental Travel Expenses

'Assessment and Recruiting Expense .
Reimbursement for use of Privately=-Owned Automobile

03, Transportation -
Transportation of Things

04, Communication Services

Telegraph
H Rental of Post Office Box
: ‘ Telephone Installation Costs, Rentel, and Tolls

Postage

05, Rents and Utility Services ‘ ‘ : ]
Rental of Office ; ' SR 3
~N Equipment Rental ‘ ] } [ 4
' Utility Services . ' 0 1
07, _Other Contractusl Services ' :

o ——

- Storage and Maintenance of Vehicles ,
Security Investigations (of Individuals) : £

4 Purchase of Information from Individuals or Firms ‘ i o

5 Enterteinment Expense

: » Contract Stenographic Services _

L Newspaper and Megazine Clipping Service

o 08, Supplies and Materials
] ' office (Emergency)

'Publications

-nlAtnghmeht 2,

RDP81-00728R000100040027-1 ~
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CENTRAL INTELLIGENCE GROUP
Washington, Di C.

MEMORANDUM 15 August 1947
NUMBER [ |

SUBJECT: Dmpleyee Welfare Fund

1. An Employee Welfare Fund has been established within CIG
which will provide financial assistance to employees for emergency

purposes.,

2, . Limited funds are uvaileble from which small non-interest
bearing leans may be made to newly sppeinted employees who need funds

. for 1iving expenses until receipt of their first salary check; and

tn empleyees who experience emergencies such as accidents, illnesses,
jest wallets or pocketbooks, and similar emergencies.

3, All leans will be personally appreved by the Welfare Funds
Officer who must be satisfied that the applicant is in financial dis-
tress and that the funds applied fer o111 be used for necessities,
the purchase of which can not be reasonably delayed and that such
Jean would not be practicable threugh the customary gervices of a
bank, outside lean agency, or other facility. .

4. The Employee Welfare Fund will be administered by the Per=
sennel Relations Division, Personnel Branch, A & M. Requests for in=-

. fermation and sssistance concerning this service shoeuld be directed to

that office, Room 115, Nerth Building, telephone extension

FOR THE DIRECTOR OF CENTRAL INTELLIGENCEs

Executive for ‘ .
Admin.istration and Management

ATTACHMENTS: ~None

—
N
a5

Ji

AP

~

' DISTRIBUTION: Al11.CIG Employees

ILLEGIB

STATIRTLT
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GEi\TTRAL INTELLIGENCE GROUP
, Washington, D C.

EMORADUM : : 31 Ju

NUMBER

SUBJECT: Employmont Review Boord

EFFECTIVE WETH ESTABLISHMENT OF CIA

1. Bub-pnrograph (c) of Soction 102, National Security Aet of 1947
(Public Law 253 - 80th Congress), is quated bolow: '

"No*l:v.’iths‘tnnding the provisions of scotion 6 of the Act of
AMugust 24, 1912 (37 Stat, 555), or the provisions of any
other law, the Dircvetor of Centrnl Intelligence moy, in
his discretion, terminate the employment of any officer
or cmployee of tho Agency whenever he shall deem such
terminotion noeessary or ndvisable in the interests of
tho United States, but such tormination shall not affceoet
the right of such officor or employew. to sock or accept
omployment in any other departmont or ngoney of tho

P Government. if declared oligible for such cmployment by

the United States Civil Service Commission, "

2e This scction wns cnactod to encble the CIA to maintain high por-
sonnel standards essentinl to a netional intelligence agency.

3. To provide nn impartial review, and advice to the Dircctor in the
Just and equitable exercisc of his discretionary power under the Act quoted
above, an Employment Review Bonrd is heroby appointed to consist of:

Ix2cubive Diresctor - Chairman
" " Geoneral. Counsol == Low Momber
Executive for Administration
end Management ==  Member and Rocorder
i Executive for Inspuction
and Scourity == Advisor to the Board
: without vote

4. Every casec involving involuntary termination of a Cra cmployee will
be forwarded by the head of the appropriate Office or Staff Scction to the
Chicf, Pcrsonnel Eraamch, A&M, together with all applicrhle roports of invese
tigation and othor pertinent rccords. If the Chief, Pcrsonncl Branch,
determines that: final administrative action by his office is not feasiblo,
he shall immediately forward the record diroctly to the Board for its con-
sideration, The individual concorned will be notified that for stated
roasons he is susponded from duty and ' the date on which the Board will
consider his cnsce  Such dato 'will normnlly be not loss than ton days later
than the date of the notico. Inquirios of cmployces conscerncd must be
nddressed to the Chicf, Porsonnol Relations Division, Personnel Brdwsch, AtM.

(2031) N RESTRICTED

'ClA-FéDba‘-‘tjonsRoom‘ooo4ooz7-1
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5. The Excoutive for Inspection and Security may rofer directly to
the Board any case arising within tho scopc of his functions. He will
immcdiately inform the Chief, Personnol Branch, of such reference and the
basis thorefor, roquesting suspension and notificotion of the individual
concerned as provided by paragraph 4 nbovo,

6+ Aftor full consideration of cach casec, including such additional
cvidonce as may be roguirod, tho Board will prepare a written rcecommenda-
tion to the Diroctor containing = summary of the fncts and basis for the
rccommendationss Each voting momber shall note his concurrcnce or: none
curronce on the record of the Bonrd's proccodings. Any member, including
the Exccutive for Inspoction and Socurity, muy appond his individual

commonts.

7+ The Dircctor's detormination in cach case will bo finale If his
deeision is to terminate employment, notice of scparation to the Civil
Sorvico Commission will state only that soparation is accomplishod by order
of the Dircetor under authority granted by sub=peragraph (c) of Section 102
of tho Naotional Sccurity Act of 1947, without furthor amplification.

R, H, HILLENKOETTER
Roar Admiral, USN
Dircctor of Central Intolligence

ATTACHMENTS : Tonc

‘'DISTRIBUTION: All CIG ocmployees

ot me o2 Jit 0
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16 July 1947

CENTRAL INTELLIGENCE GROUP
Washington, D. C,

IELIO RANDUILL
NUMBLR

SUBJECT:  Civil Service Examinations == Intellipence Specialist

EFFECTIVE UNTIL CANCELLED OR IES CINDED

ILLEGIB

1. In connoction with the recent announcement by the Civil Service
Commission of examinations for Intolligonee Specialist, CIG personncl
are directed that cpplications for this cxamination should not be
submitted directly to the Civil Serviceo Commission.

2+ To insure that CIG sceurity restrictions are aghered to, all
applications should be submitted through the Administrative Officor

Administrative Officers have been instructed rogarding the preparation
of information required for tho oxumination and will escist individual
employeos in the preparation of the material requireds

3+ Imployccs should advise their Administrative Officers of any
applications which have alrcady beon submitted diroctly to the Civil
Service Cormission in order that steps may be taken to withdraw tho
applications for review and processing within CIG prior to exam-
inntion by tho Coimission,

4. Aprlications, after proper review, will be submitted by tho
‘Personnel Branch, 4 & M, to the Civil Sorvicc Commission prior to
the closing date of the cxamination. The intorest of ermployees and
their right to participate in tho oxamination being of fered will be
_protacted in cvery way in conncction with this roquircment,

STATINTL &

FOR ME DIRBCTOR OF CENTRAL INTELLIGENCE:

Ixccutive for
Adininistration and Managemont

ATTAGHIEAR s splondS 20
‘DISTP‘IBUTIOI\‘I:‘ All CIG Dmployeos

)

Loy G .;‘JH'I

(1839)

'+ GIA-RDP81-00728R000100040027-1
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CENTRAL INTELLIGENCE GROUP
llashington, D. C,

3 LELORAIDUN 15 July 1947 f ;
STAT IUiBER |:| , - : ~

SUBJECT: CIG Policy on hctive Duty Training of liilivary
ard Noval Resorve Offieccrs Employed by CIG

EFTECTIVE UNTIL CANCELLIYD OR SUPLRSIDED

v le  Tho attention of all CIG omploysos is dircotod to CIG
STAT Herorendun .’iumbcx':l igsucd 19 liny 1947, '

24 It is the poliey of CIG o cnecourage in cvery practicablo : ;
viay the active duty training of resorve officors prosently ) ]
; onployed by CIGe fnnouncerienks of the training available are

) nede through all rozerve organizations, und are usually indicated
in the metropoliton nross,
3 Then practicable the leave period of rescrve officor cmployoes STATINTL
vill be arranged to cnable their taking advantage of active duty
training periods. ‘

f

4+ Active duty training at nlaces other $han local will be
encouranods ‘

FOR TE DIRECTOR OF CENTRAL INTELLIGENCE: - ‘ '

bxeoutlive for
Adminis{iration and lLanagenent

ATTACTIENTS:  None

DISTHIBUTION: All CIG Lmployoos

L itk
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CENTRAL INTELLIGENCE GROUP
Washington, D, C,

UEMORANDUM ,
NUMBER [ ] ~ 15 July 1947

SUBJECT: CIG Medical Services ‘(Civilian and Military)

EFFECTIVE UNTIL CANCELLED OR SUPERSEDED
el tsy ANV ELLAD OR SUPERSEDED
1, CIG maintains Emergency Rooms for the benefit of civilian
employees and a Dispensary for the benefit of service personnel and
their dependents. An outline of the facilities available to each
type of employee is given below:

a, ' Civilian emglozéeé:
(1) Emergency Room facilities

(a) Will provide complete pre-employment physical
examinations for all employees,

(b) Will provide complete physical examinations
for employees before reporting to overseas
stations and upon return from overseas,

(e) Will provide complete physical examinations
whens

(1) Required by further official personnel
actions,

(2) Upon a request for retiremerit benefits.

(3) Upon request of a supervisor,

(4) When making investigations requiring same,

(d) For the Washington, D. C, area only, completo
chest X~rays will be given to all employees

(e) Annual chest X-rays will be given to all
employees of the cafeteria located within
CIG buildings,

(f) 1If during the physical examination, a history
of Pulmonary Tuberculosis is revealed, full
investigation will be made and a report
thereof submitted, . -

31:00728R000100040027-1
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(g) Innoculations and vaccinations will be given:

i

;

i
&
Y

(1) As required for foreign service,

(2) As required on an over-all agency basis,
for maintenance of publiec. health,

(3) Will NOT be given as a convenience to
the individual.

e

(h) For employee injuries that are sustained in
line of duty:

(1) Medical, surgical and hospital treat-
ment will be provided as required by
, the injury,
STATINTL ~ (2) Provisions of CIG Administrative Order
' should be consulted,

(i) Further emergency treatment will be provided
for CIG employees: .

(1) Advice as to obtaining regular treatment
from a private physician.

(2) Consultation service (to aid in selectim
of physician or diagnosis).

(3) Temporary treatment until a private
physician can be consulted,

(j) Emergency treatment WILL NOT:

(1) Prescribe dosages or prescriptions.

(2) Be available to administer drugs pre-
scribed by a private physician except
when injections are required on a con-
tinuous basis and a waiver is signed by
the employee concerned,

(3) Give continuous treatment for a parti-
cular illness,

(4) Take the place of a private physician.

(k) Out-patient service will be given when:

(1) Excess sick-leave is requested (to detem-
© mine cause and validity).
(2) During investigations, upon request of
a supervisor.
(3) To assist in cases of -emergency only.

(1)  Facilities of the Military Dispensary are
‘ NOT normally available to CIG civilian
employees, : :

03/01/27 : CIA-RDP81-00728R000100040027-1
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b, Military employees:
(1) Emergency Room facilities:

(a) Available to nﬂ.litary>personne], as requirad, :
(2) Dispensary facilities: » ,

(a) Military personnel and their dependents
may receive medical and dental treatment,
physical examinations and immunization . e
shots at the Dispensary during scheduled :
hours, .- o ,

(b) Facilities available:

! ' : (1) Consultation Rooms
: ‘ (2) Dental Clinic
' v -(3) General Treatment Room ‘
P ‘ (4) Laboratory (for clinical studies)
: (5) Pharmacy
: (6) Physio-Therapy
(7) X=ray Room

i 2. GENERAL REGULATIONS:

4s Hours of service:

(1) Emergency Rooms

8:00 a,m, to 4230 Psme, Honday through Friday,
with the exception of ‘legal holidays. -

(2) Dispensary Service:
(a) Sick Call, 0B0O - 0930 |

(b) Dental sick Call, 0830~ 1030
(c) Immunigations, 0830 - 1600

b,  Emergencies, during off-duty hours:

(1) Military

.

(a) In general, military personnél and their
dependents will report to the Army install-
ation closest to their residences Complete
zoning instructions will be found in
WD Memo No, ‘
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(t) Installations available are:

(1) Walter Reed Hospital, GE 1000, Ext, 1

(2) Fort Meyer Hospital, CH 3000, ask Op.

(3) Bolling Field Hospital, FR 9000 s Ext, 4211
(4) Fort Belvoir Hospital, TE 7200, Ext. 15

(2) Naval and Marine Corps

(a) Will report to the Navy Dispensary at 18th
and Constitution Avenue, N. W,

(3) Civilian

(a) In cases of EXTREME EMERGENCY ONLY, when
private facilities are not available , may
~call Providence Hospital, TR 2000,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Executive . for
Administration and Management

ATTACHMENTS:  None

'DISTRIBUTION: All CIG Employees

Lo 52 0o W

STATINTL
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; CENTRAL INTELLIGENCE GROUP

deq Washington, D. C. (a8
V; t - s TR T DT
ST T . A‘V VW HTar 1 Ao,
(bp. 9 July 1947
i MEMORANDUM
STAT NUBER [ |

SUBJECT: Survey of Safekeeping Equipment

x . EFFECTIVE UNTIL CANCELLED OR SUPERSEDED

J 1le CIG is presently faced with an acute shortage of combination type 'safe -
file cabinets and Mosler safes. As a result, it is becoming increasmgly
difficult properly to safeguard classified documents in the custody of

the organization. Conditions are such in the safekeeping container field
that equipment of this type camnot be purchased except for connderably
delayed delivery.

2¢ In the hope of easing this situation, a physical inspection of the
contents of safes and safe type files located in the various offices of
i CIG will be made by representatives of the Physical Security Branch, )
i Executive for Inspections and Security, and the Supply Division, Services
! - Branch, Executive for Administration and Management, beginning epproxi=
mately 14 July 1947. The aim of the survey is to determine whether equip-
I ment of this type is being utilized for the purpose for which it is intended.

™~ 3¢ In keeping with standard filing practice, those documents of a lower
classification which are directly related to documents of a higher classi-
fication may be filed -together with the papers of a higher classification

i in safe files or safes as directed by Security Regulations in foroe at this
| ~timee

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

' ‘ RESCINDED PER CIA GENRRAL . ORDER

Deputy Executive for Administration
and Management

Reproduced 14 July 1947

o .. 7 RESTRICTED
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CENTRAL INTELLIGENCE GROUP
Washington, De C,

: 23 June 1947
MELORANDUM

NUMBER |:|

SUBJECT: Use of CIG Inter-Office Chain Envelope

EFFECTIVE UNTIL CANCELLED OR SUPERSEDED
le GENERAL

a, lWhen Used

- Effective 1 July 1947, the offices of CIG will use the
official CIG inter-office chain envelope for the transmittal of

documents below TOP SECRET in classification and which are traveling
vrithin the CIC Messenger and Courier Systems to other offices of
CIG,

Under no circumstances will the envelope be used for the trans-
mittal of TOP SECRET decuments, Documents will not be transmitted
outside CIG in the inter-office chain envelopea

be Stocking of Inter-Office Chain IEnvelopes

Each Office Message Center, and designated piclk-up and
delivery points within Offices which are located in buildings
separated from the Office llessage Center, will be supplied by
Central Records with the number of inter~office chain envelopes
needed to begin operation, Requests for such envelopes and the

b eeded should be referred to| |on extension
ﬁpdore Friday, 27 June 1947,

ce  Delivery of lail to Office llessage Center

All mail delivered to an Office llessage Center by CIG Regular
Couriers will be contained in CIG inter-office chain envelopes,

The
responsible individual in the Office Illessage Center will detach the
receipt (CIG Form 35-16) from the inter-office chain envelope, acknowl-
edge receipt by signing Form 35-16, and give signed receipt to the
Courier,

2, DISPATCHING OF CIG DOCULENT [N INTER-OFFICE CHAIN ENVELOPES
2, Additienal Wrapping Not Necessary

The Office llessage Center will dispatch by Courier all out-
going intor~office mail (and that intra-office mail which is destined
for a segment of an office housed in a separate building) in CIG
inter-office chain envelopes without additional wmwapping, A separate

¥ Release 2003/01/27 : CIA-RDP81-00728R000100040027-1

S,

STATINTL

STATINTL

STATINTL

adeE




i
)
!
i
H
H
;

Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1

-2 -

inter-office chain envelope will be prepared for each Office Message
Center to which materials are being sent,

b, Preparation of Face of Invelope

It is essential that the columhs appearing on the inter-office
chain envelope be filled in completely, and that the office designation
always be indicateds If it is the desire of the sender to dispatch the
document to a specific individual, the individual's name may be noted
in parentheses after the office designation; for example:

FROM: ocD TO: ORE (Attn: lire Blank) -

In all instances, room number, when known, and building will be
indicated in the proper column, The CIG inter-office chain envelope
w1l not be thrown away until all spaces have been used, or until the
envelope is completely worn out, If an Office llessage Center accu=-
milates a stock of envelopes which exceeds its needs, the surplus
will be returned to6 the Courier serving the Offices

cu llail Transmitted Outside CIG

Mail to be transmitted outside CIG will be prepared at the
office essage Center for uwltimate transmittale This will include
packaging in the manner prescribed by the Security Regulations (es goy
double envelopes vhen the security classification is SECRET or CONFI-
DENTIAL), and vill also include preparation of appropriate transmittal
instructions (e. gs, postage slip Form 35-11 or courier receipt)s The
outgoing log number assigned the mail by the Office lHessage Center will
be placed in the upper left=hand corner of the transmittal envelopes
The Central Files copy of the correspondence will be clipped to the
back of the envelope. -h*s mail vill then be transmitted to the
Central liail Room in ax ir ver-office chain envelope addressed to the
Central ilail Reom for dispateh outside of CIG through appropriate
Courier or mail channels ‘

d, Transmitting COMRIDENTIAL or SECRIT Documents

The CIG inter-office chain envelope, when used to transmit STATINTL
CONFIDEMTIAL or SECRET donuments, will be sealed with one CIG gumned
1abel and the initial of the gealer will be entered in an appro riate
place on the seal, These seals may also be obtained froml;ifﬁ
Under no circumstances. should scotch tape be used to secal
office chain cnvelopce -

Co Transrhit‘oing Unclaésified or Rostricted Documents :

The CXG inter=office chain envclope, when used to trar_lsmit
only unclassified or Restricted material, need not be sealed in any
manner, but the envelope flap should be pushed insidee

101/27 : CIA-RDP81-00728R000100040027-1
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& Inter-~Office Chain Envelope anberix_'x.g sttem

Each Office llessage Center and each designated pick=up and
delivery point within an office will initiate its own numbering series
for the inter-office chain envelopes, This number will consist of the -
month expressed in number and the next unused consecutive number; e, g, N
if the first envelope is dispatched in June; the number would be 6-1; .
if the tenth envelope is dispatched in July, the number would be 7=10,
Since the second number is the identifying envelope number, it would
continue in numerical Sequence until the end of the calendar year,
Thus, if 320 envelopes have been dispatched as of December 31, the
last one would be nunbered 12-320, At the beginning of the next
calendar year, a new series would be initiated, the first envelope
in January of the next Year being numbered 1-1, This office envelope
number will be placed in the office of dispatch cclumn, befors the
name in the "From" colum, The number appearing on’the envelope will -
also appear on the receipt attached to the envelope, Receipts for
the envelope will then be prepared in CIG receipt book (CIG Form 35-16)
in duplicate, Form 35-16 is in triplicate; however, only two copies
are to be used and colors may be disregarded, The original copy of
the receipt will be stapled to the envelopes  The Office will retain
the carbon copy of the receipt, This copy vill be signed by the
Courder vho picks up the decunents The number appearing on the
receipt and the inter-office chain envelope will be noted in the office
log opposite the individual papers transmitted in the inter-office
chain envelope, This vill provide a record of the documents in any
one envelope,

. g¢ Bulky Documents (Classified)

Classificd documents vhich, because of bulk, cannot be put in
the inter-office chain envelope, vill be vwrapped in a satisfactory
manner, taped vith CIG gummed seals, and forwarded in exactly the
Same manner as an inter—~office chain envelope,

3e QOPERATION OF COURIZR AND IESSENGER SYSTE:

ae Courier Pick-Up and Delivery

The system will operate in the following manner: The inter-
office chain onvelope, after being signed for by the Courier on carbon
copy of receipt Form 35-16, will be delivered to the appropriate
Office liessage Center by Courier, The Office liessage Center receiving
the intereoffice chain envelope will sign the original copy of receipt
Form 35-16 and return roceipt to the Couricr, The Central Mail Room’

ill maintain a file of all comploted receipts for location purposes,

be lessenger Pick«Up and Delivery

Contral Records will provide the Office ilessage Centers with _
pick-up and delivery messengor service from and to appropriate points

éséiéoo;ﬁbj'l'lé'f::'ybI'A_-"RDF’\S‘i}00728,RQQQ100040027-1 -
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within the office which are located in the same building as the Office
llessage Center, Pick-up and delivery from parts of offices located in
different buildings will be made by Courier as indicated in paragraph

2a abovel
‘ . b

i o s

FOR THC DIRECTOR OF CENTRAL INTELLIGENCE: : , i

STATINTL 1

Deputy Executive for Pengoynel
and Administration "

A

" ATTACHMINTS:  None

i DISTRIBUTION: A
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| 'EFFECTIVE 30 JUNE 1947
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CENTRAL INTELLIGENCE GROUP
Washington, D, C,

IIENGRANTDULL 16 June 1947

NUIBER[ | Lo
i (-\ [N

. | )
SUBJECT: Rogular Transrortation Scrvice Botwoen CIG and Pentagon
Buildings

EFFECTIVE UNTIL 30 JUNE 1947 UWLLSS SCONER RLSCINDED

le CIG Llomorandum Numbor 30 dated 19 liay 1947, Subjoot: "Rogular
Trensportation Service Between CIG and Pontagen Buildings", is

rescinded and the following is substituted therefor, offoctive
Tuesday, 17 June 1947,

. 2. Repular hourly bus service between North, North Interior, and

Pentagon Buildings will operate as indicated in the schedule
bolon:

SCJTH BOUND

Leave

North Interior 0820 0920 1020 1120 1220 1320 1420

".. 2210 L Street 0825 0925 1025 1125 1225 1325 1425

"™ North Bldg. 0827 0927 1027 1127 1227 1327 1427

"iﬁ Adnin, Bldg. 0829 0929 1029 1129 1229 1329 1429

. " Que Bldgs 0831 0931 1031 1131 1231 1331 1431

g™ MIM Bldg. 0833 0953 1033 1133 1233 - 1333 1433

: Pontagon Dldge 0840 0940 1040 1140 1240 1340 1440
HORTH BOUND

Pentagon Bldge 0840 0940 1040 1140 1240 1340 1440

" & lorth Bldg. 0848 0948 1048 1148 1248 1348 1448

" Admin. Bldg. 0850 0950 1050 1150 1250 1350 1450

" Que Bldg. 0852 0952 1052 1152 1252 1352 1452

" "1i" Bldg. 0854 095¢ 1054 1154 1254 1354 1454

" 2210 I Street 0857 0057 1057 1167 1257 1357 1457

Arrive  North Interior 0802 1002 1102 1202 1302 1402 . 1502

1520
1525
1527
1529
1531
1533
1540

1540
1548
1550
1552
1564
1667
1602

The North Interior Building stop is at the 18th and F Streets, N. W,
entrance and the stop at the Pentagon Building is at the lall Entrancc.

3¢ Requests for specianl cars to any of tho buildings indicated in
above schedule will not be furnished except in cnses of emerpericy

4. This service will not be available on Saturdays, Sundays, or
holidays, :

tho

Se All roquests for transportation outside of this schedule should be

diroctcd to the totor Pool, Hxtonsion 2284.

FOR TIS DIRECTOR OF CENTRAL INFZLLIGENCE.

CIA GENERAL omDER[ |

De;

Ty LXGeutive for Personngl

3 and Adnministration

DISTRIBUTION: A ARSI Y

SUPERSEDED

7 : CIA-RDPE1-00728R000100040027-1
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0IG MEMORANDA WILL REMAIN IN FORCE UNTIL CANCELLED OR

ILLEGIB
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CENTRAL INTELLIGLNCE GRCUP
Washington, D. C,

16 June

MELORANIVT - —
NUBER [ ] L
SUBJLCT: Policy on Promotions of Civilian Employces in CIG

EFFECTIVE UNTIL 30 JUNE 1947 UFLISS SOONLR RISCINDED

1, There is hereby established within CIG a nromotion nolicy to
cover yrromotion actions for ell eivilian nersonnel paid from
vouchaered funds. ) '

2+ CIG employces will be promoted within the agency to advanced
rrades when such vacancies ocour, subjoot to the following conditions:

() ¢ vacont position of o highor classification must exist.

(b) The individusl must meet qualification requirements of

’ the nosition for which he is being recommended in
accordance with the standards established by the Civil
Servico Cormission or by CIG.

(c) Promotions of more than one prade higher then the grade
held by employee ot the time of recommendation are not
to be recoormendeds

(a) ' The following table specifics the time in grade require-
ments to be met prior to the initintion of action
recommending a promotion:

P SP CAF cre TIIL I GRADE
T T T
a9
:2,) E § ) 3 lonths
4 4
5 4 . 5 .
1 6 5 6 6 Uonths
7 6 7 ‘
2 8 v 8 9 linths o
) lO N ‘
3 S =
10
1
: 1; 12 lonths
6 13
7 14

(1L418)
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3s Reoormendations for prdmotions will include a statement that the .
requirements sot forth in raragraph 2 of this memorandum have been i
net,

4. No exceptions to the provisions of this msmorandum will be grantod '
without the specific written approval of the Director of Central In-
tellipgence, . i

S¢ This memorandum does not pertain to within grade jiromotions which
will be made as provided for in: Seotion 402 of the Federal Employces
Puy Act of 1947, Such promotions will be automatio as required by law,

‘ STATINTL
FOR L DIRECTOR OF CENTRAL INTELLIGLNCE: ! f

'

Deputy EXecutive for Porsonncl /
and. Administration L

i,

ATTACHHINTS None
DISTRIBUTI

ke

o i A
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CIRIRAT, TUTHLLIGEICE GROUP
Tashington, D. Ce

10 June 19L7 : R ,

25X1

MEHORATDU:! ! :

SURBJECT:  idlitary and Civilien Service Record

TIN 30 JUld UIIS58 S00MIR RuSCTl'DuD

| le 4 IMlitary and Civilian Service Record, Form 37-21 -{copy
attached) will be prepared by each mili Ltary and civilian employce
on duty with CIG on date ef receipt of tn_l.._, Hemorandin,

P 2. DHach As s:.stant DlI'OC'GOI" and head of a staff section
| will be reqpommle that these forms are completed by all personnel
! on duty wder his jurisdiction not later than 16 June 1947,
| Completed forms will be forwarded with a covering memorandun to
' Chief, Persomnel Division, 2 & A Dranch.

3¢ “henever any c«1ange in status of an individual epnloyed
by CIG occurs, a revised [‘ilitary and Civilian Serviee Record will
be prepared and forwarded as indicated in parasrash 2 above,

FOR TS DIRECTOR OF CEHIRAT INTRLT ,.[Cr.J iCa:

25X1

1A Deputy Lxecubtive ror Personndl 1
25 . and Adminigtration ‘ ) i

RESCINDED PER CIA GENERAL ORDIR |:|

\ ;

ATTACIZINTS: (1) Form 37-21

| DISTRIBUTION: A

EFFECTIVE 30 JUNE 1947 cig MEMORANDA ‘“IILL REZAIN IN FORCE UNTIL CANCELLED OR
@;5, DED v

J.f'

\.u

(1367).
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CENTRAL INTELLIGENCE GROUP ‘
MILITARY AND CIVILIAN SERVICE RECORD

:
vql;&-—-—
s
;

AF "YES", CHECK (v°) WHETHER:

REGULAR ARMY [ REGULAR AR FORCES [ REGULAR MARINE CORPS [
AUS | — AIR FORCE RESERVE [ MARINE CORPS RESERVE [
ORC  — REGULAR NAVY —

NATIONAL GUARD [ NAVAL RESERVE ]

RANK SERIAL NO.

AME Miss ] LAST MIDDLE (OR MAIDEN) FIRST BIRTH DATE MONTH DAY  YEAR
MR wRs. 1 .
PRESENT ASSIGNMENT OFF I CE BRANCH DIVISION GRADE OR RANK
MILITARY SERVICE RECORD .
1. ARE YOU NOW ON ACTIVE DUTY IN THE UNITED STATES MILITARY OR NAVAL SERVICE? YES ] NO[__]

2. IF YOU ARE NOT NOW ON ACTIVE DUTY, HAVE YOU EVER BEEN IN THE UNITED STATES MILITARY OR NAVAL SERVICE?
YES [ L[ — )
IF-"YES", CHECK (v*) WHETHER:

REGULAR A IR FORCES [ ] REGULAR  MARINE CORPS [

REGULAR ARMY [
AUS — AIR FORCE RESERVE [ MARINE CORPS RESERVE [ °
ORC —/ REGULAR NAVY —1
NAT IONAL GUARD ] NAVAL RESERVE —
RANK SERIAL NO.
INDICATE WHETHER RETIRED OR SEPARATED DATE :
ARE YOU NOW IN THE RESERVE CORPS OR NATIONAL GUARD? YES ] NO [T

INDACATE WHETHER NATIONAL GUARD OR RESERVE OF ARMY, NAVY, ‘AIR FORCES OR MARINE CORPS

PHYSICAL QUALIFICATIONS

|F THE ANSWER IS "YES"

1. HAVE YOU ANY PHYSICAL DEFECTS OR DISABALITIES? Yes ] N[ 1]

GIVE COMPLETE DETAILS.

2. ARE YOU A DISABLED VETERAN? YEsL 3 wo[J

IF -ANSWER |5 "YES®, STATE PERCENT DISABILITY ___%

CIVILIAN SERVICE RECORD

1. CHECK (v*) CIVIL SERVICE STATUS: PERMANENT ]

" PROBATIONARY [
INDEFINITE (TEMPORARY, WAR SERVICE, ETC.) ' )

2. GIVE LENGTH OF FEDERAL SERVICE (INCLUDING MILITARY. SERVICE): YEARS MONTHS DAYS

3. CHECK (+7) LAST EMPLOYMENT: = FEDERAL [J NON=-FEDERAL [T

%0 PREVIOUS EMPLOYMENT ——]
IF FEDERAL, GIVE NAME OF DEPARTMENT AND DATE OF SEPARATION. '

8. ARE YOU THE UNMARRIED WIDOW OF A VETERAN OR THE WIFE OF A DISABLED VETERAN? YES [

L —

Lo JUN 1947

DATE . .- 'SIGNATURE OF EMPLOYEE

FORM ‘NO.

37.21

Cotiane)
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SAETIORADULL
HUTBER

SUBJECT: Dissemination of CIC Publications Outside the Federal
: Governient

ARCTIVE UATIL 30 JUITE 19 117 UNLESS SOOIER R RIESCIN

1. ROLICY

It is the general nolicy of t’we Central Intelli igence G‘I‘OU.T' not to
Turnish. its publications to private individuals, corporations or other
non-federal’ orgenizations. In no .m.:tanne, and regardless of c*cccr.m-
tions below,. will o publication above the clagsification "Restricted!
be furnished to such individuals or activities -rithout Lhe Sress

L
v

The “ollo“‘r'? ne material is "Lde ava
acvanbage to 0XG or reciprocity Jor

u_Le on a basis of clear
ilar material;

a. Publicetions which the 07fice of Operations rives to *
certain nress dnd radio re*vrcseﬁta”ve- with offices in Vashinston,
D. Co, to universities and colleges ¢ 11*011:,.. tne Library of Congroess,
end to certain I ‘oreign governments and intornational bodue.;

be  Certain technical publicat:
individuals, foreisn sovermoents and othor

15

3 . Au'rf”r N0

OB, FUTURT ZRCEPITONS

a. Distribution of CIG publications to non-government sources
will be Llimited to the number and type of I‘GC.Lp"C;luS D.’JQI‘OV(,CL by the
Ifice of Collectlon and Dissenination and 4o chamnels of di
nation anproved by 0CD. fxeenti. ons o the fc.le:ml policy i
made only in those cases vhich are shorm to be to the clear e.clvmoag;e
of CIG or in which a reciprocal apros:sent hencficinl to CIG has been .

arransed. '

b. Hereaftor , all reqxwts from non-govermment. sources for
uwnelassified material will be reforred Lo 00D Ffor annroval or the
preparation of a negative reply, after any necessary coordinabion

with bthe Coneral Cou_nac“ or’ oL‘r*'" office concerned.

T TAL

et e il lon
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] ~ ‘ Cs The dissemination of classified material is covered in
the CIG Security Regulations. ithin the Linmitations nrescribed by
these security‘1"egvla‘oions, all requests Tor CIC classified publi-
cations from applicants owtside the Jederal Govermment will he

Torwarded to OCD for action as outlined in pararraph 3b above,

r HE SCTOR OF CEUTRAL TiMTul,nT ~.‘-3.“' e ;
OR THE DIRECTOR OF CEUTRAT I TETLLIGENC 25X1A

DepuTy Execulive Lfor Personncl
and Adminigtration

!

i

i

i

: ATTAC ilone
r DI A
| :

i
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i o

i o
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COMTRAL TTILLICENCE GROUD
Washington, D, C.

9 June 1947

L3 IORATDUM
Uz IDMR

1
e
Iy
H

SUDJIECT: Rescission of CIG lemorandum Humber 33

CTIVE 9 JUNE 1947

l. CICG lemorandum Huwmber 33, RESTRICTZD, dated 2 June 1947,
Subject: "Dissemination of CIG Publicationsg Oubtside the TFederal
5X1A Govermment," is rescinded effcective this date.

TOR TIT DINACTOR OF CENTRAL IHTELLICSHCE:

Deputy Executive for Personnel'’
RS and Administration

ATTACIIIZNTS: - Hone

DISTRIBUTION: -A

EFFECTIVE 30 JUNE 1947 CIG MEMORANDA HAVING BEEN RESCIVDED NOT EFFE
S AYTER 1 JULY, 194%

P sl rll,

1D

(1350)

CTIVE

|
1
i
f

1-00728R000100040027-1 -
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STRICTED

Gl TP./LT. ""'7'1‘ ‘TJ*.TG.J;,CJ (GROUP

IDHORANDUTE ‘ _ v i Tl JiYy
25X nemiEr [ :

SUBJECT: CIG Representatien on Advisory Cemuittee, Board on S .
Geographical iames

_25X1 A ' SFTECTIVE VIBIT 30 JUIS 1947 UITiSSS SOOMAR RASCTIDID 1

‘ 1. | ) office of Reverts and Hstimates, has been :
25X1A appointed CIG Revresentabive on the Advisory Comm_ tee, Dog.rd on
T Geogra mucal Hamese [ 1is located in Room 101, Central

25X1 Building, Dutens e

2, The Board on Geographical. flames is charsed with the primary
: nmct:ﬁan and responsibility of obbtaining uniform usase in geograshic
no‘ncncgu ture and orthography throughout the Tederal Govermment and
ma",—,-’&;tandard autihority for all unsettled questions of this nature.

oo

J
FOR ",'__2 DINICTOR Q7 CHifinAL  THTSLLIGHC

N
(& O
-
>

P ' o Depuby zccutive for Porgonnell ]
: and Adninistration

ATTACICIIITS one . . ‘ ) ;

PEX1A DISTRIGUIION: A

IithINDI‘D PER C‘IA GENERAL ORDER MO.

S

EF’FEC‘I’IVE 30 JUNE 1947 CIG MENORANDA NILLhﬁET\{AII‘I IN FORCE TTHTIL CANCELLED OR

DP81-00728R000100040027-1 . -
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SUERAT, THTELLICENCE GRoup ¢
“Jaghington, De Ce. . ’ ‘

5 June 1947

STATINTL

| [+14 P - } 2 ,g‘:;,w‘ /
' ITEORATTOUL Y .
25X1 | TUIDER. |M'__|

SUBJICT:  Change in Official Vorking

Hours of CIG

LITORIVE, WIETL 30, JUI 197 URIESS SOOER

RESCINDED
3 1, Affective "onc‘av, 9. June 'L"h? , the regular working hours
! . for all ac vl‘V'IL'L"C‘ of ‘the Central Intelligence Group within the
continental linits of the Us S. will be from 0300 to 1630 from
: Tonday through Friday of ecach veel,
.‘: 1y
; 24 The

e new hours, as horetofore, provide for a 30-minute
: luncheon period,
' STATINTL '

FOR TUD DITECTOR OF CMTRAT, T ILLIGH

HOSREEN

e

Deputy Fxboutive for Persomel /
and Administration

STATINTL ATDACILINIIS:  Hone

DISTRIDUTICN: To ALl CIG Zmployees

. EFFECTIVE 50 JUNE 1947 GIG WEMORANDA WILL REMAIN IN FORCE UNTIL CANCELLED OR .
= 'SUPERSEDED - - .
B 0 0T 2%
ChogntLaa HYYHCH

(1307) EECEIAED. _ : ;
RESCINDED PER GTA GENERAL cm:zn|:| e e ?3




25%
£ 25X1A
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5RAT THDET LICNNCE GROUP o
+ “lashington, De Co

2 Junc 1°lL7

L ORATDUIT

R [

SUBJECT:  Dissemination of CIG Publications Outside the Federal
Govermient

BITICTIVE UNTIL 30 JUME 19)47 UITL W55 SOOMER

L., RQuICY

- Tt is the general nolicy of the Central Intelligence Croup not to
furnish its ")\JbllC(.«'blOTlu to private individuals, corpora'blom or other
non-federal organizations. In no iilstance, and regardless of excep-

“bions below, will a ovblma ion above the classification "Restricted! -

be furnished to such individuals or activibics without the eipress
awbhority of the Director,

STIONS B

“The Tollowing material is made aveilable on a basis of clear
advantage to CILG or reeciprocity for similar material:

‘ae Publications which the 0ffice of Operations. glves to
certain press and radio representatives with offices in Vashington,:

'De Cu, o universities and colleges through the Library of Congress,’

and to certain foreirn gove sriaents and n.ntcrnc tional bodies..

be Certain technical publications sent by the FBIB to private
Andividuals, foreign governments and otherse’

3¢ AUTHORITY ¥OR FUTURE EXCEPTIONS

as Distribubion of CIG publica"biona ‘to non-govermment sources ‘
will be limited to the number and type of reCJ.p:Lans approved by the e
Office of Collection and Dissemination and o channels of dissemi- :
nation approved by OCD. fGxcentions to the general policy will be
made- only in those cases which are shown to be to the clear advantage
of CICG or in which a rcc:.uroca'l agreement beneficial to CIG has been

arranged.

‘be Hereafter, all requests from J'lon-(,ovcrmncn'b sources for
unclass:lm ied material will bc referred to OCD for approval or the
preperatidh 68 addga@Ve renly, alfter any nocessary coordination
writh the Censral Counsel or other office concerneds

PYHOH ‘ S :
R'JST LICTHD {

RECINDED: EFFECTIVE 9,JUNE 1947 ~ ' ;

EffeCthG 30 JUNE 1947 HAVI“IG BEEN RECINDED NOT EFFECTIVE AFTER .1, JULY, 1647

(1259) i | | PRSP
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‘ ce The dissemination of classified material is covered in the
CIG Security Regulations. ' 1ithin the limitations prescribed by
these security regulations, all requests for CIG classified publi-
cations from applicants oubside the Tederal CGovermment will be
forwarded to OCD for action as outlined in paragraph 3b above,

FOR T DIRICTOR OF CINTRAL IHTETLIGHICE

Deputy =m@cUtive Tor Personngl
and Administration \

ATTACILIITS s ['one

DISIRIDUTTON: A

DISTRICTED
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1 SGLITRAT, INTELLICENCE GROUP
Vlashington, Dy Co

29 Hay 1947

" ISIORAY DU ' o

SUDBTICT s Cancidates Tor the Sixth Federal Administrative Intern

Training Program

ECTTVE WHIIL.-1 JULY 197 UNTHSS SOOHAR NISCIIDUD

The Civil Service Commission has amiounced the sixth administrative
intern- Progras T4 will begin Septerber 2, 19L7, and continue through
Tebruary 6, 1948. The Cen tral Inbcll_.ucnco Croup has been invited to

nominate candidates for the intornship.

L. PURTOSH

The purpose of this »program is to assist Govermment agencies 4o
discover and . train employ yeos posses sing ouustand::.n[, potcntldl:.mes for
administrative and execubive responsibilities. The program is designed
‘to provide the snlcctcd e.1ployecs srith work experience that will J.ead
to the Fullest possible use of their skills and abilities. Any selﬂc“oed
ciployee must be able to leave ais rogular position for a pcrlo& m .):.x
nonthss

2. 10In SCTION OF CAYDIDATES =- DEADLING 15 JUNE 19L7

e

A1l nominations made by supervisors must be sent to the
Trainins Section, Persomnel Division, and' must comnly with
the following regulations:

{1} fach candidate must be recomrended by his immediate
] Y
supervisor; {This must be a writiton recormendation.)

(2) Candidates must have a minimum of two years successiul
px‘og,rcnswve wrorle experience or comparable service in the.
Armed Torces;

{3) . They must not be above CAF=Y or P=3;

Thoy must  show good personal qualliles and an aptitude -
L fon leadersaip in their work or in other activities;
- TR TR , | s

1247).
HAVING BEEN RECINDED NOT EFFECTIVE AFTER 1, Jury, 1947

'oO JUI\]E 194'7 CIf‘ WEMORANDA

1.00728R000100040027-1 -
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(5)  Thoy must be in good health, adequate for an intensive
schodule . of worl: and: after hours activity;
(8) Candidates will recoive consideration regardless of the !

type of work now performed;
(7) OCandidates must submit a completed form 57

{8) Candidates must submit a letber setbing Fordh their
: reasons for desiving to enter training as an intern.

Iraining Section Selectiong

The Training Scction, Psroonnel Division, is responsible for
selecting the best qualifiod candidates from among bhose
recomended,  The employecs c¢hosen by the Training Sectlon will
be referred to the Interdepartmental Committee on Adminis-
trative Intorns, wiere thoy will ontoer compebition srith candi-
dates from variocus otiwer Government agencics. Aboub 30 interns
will be gselected from atmons all candidates. '

, Final Selection of Iaterns

ton of inteorns will be made by the inter-
t.gtrative Inteins by the

(1) Careful study of candidates' nast Tor: c‘.e:r.pcricncc';
{2}  Lgenciest reco:{nzxcznda'bion5

{3 pitten ciamination, conducted by American Univcrsfi.ty;
L) Personal Interviews. k

T 43D SCOPE OF UTATIIIG

The training will consist of --

XY

b.

Orientation

Tnitial nerscnal counseling, orientation and a progrem of
~training and work experience for each individual, Inberns
will bo givoen an over-all view of the administrative opera-
tions. of the Governmoubs

Assignments o S

Fretity

Rotating
A Mailor-made" schedile of rotabing work prograns, based on .
an anzlysis of individual nceds, to give cach invern a varied
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exaerience in nhases of Governent acministration, Suech

Programs will not be limited to wor'z.in the intern's =
sponsoring egency, but ey be ‘arranged vherever he would '
be most likely %o galn the best experionce,

¢+ Swervision

Interns w11l be under the general Supervision-of an agency :
advisor onpointed by their sponsoring agency, _ . ’ ,

de - Group Discussions

Weeldy meeting featuring recomnized authorities in and out
. of the Government, :
Ce Cowmseling

Conferences with the training advisers, neriodic ork reports,
gudded reading, and other instructional devices,

+ %o headenic Tork

Outside college study is required, The American University :

has made available a ore-covrse scholarship for each intern, o S 4
Lo ADDITIONAT, IiPOR:ATION ' ; -
smnsnl S el UL :

Additional information regarding any phasc of +he internship may ;
be obtained by calling Training Section, Personnel Divislon, : :
exttension

o POR TILD DIRICTOR O CEUTRAT, INILLIGENCH
-~ STATINTL

N

Deyroy mTIT Ve o Fersonnel
and Adninistration

ATTACHIZEITS: - ione

DISIRITUTION: A1l CIG Zmployecs -

1:00728R000100040027-1 " .
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. CONFIDENTIAL . _
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. . 75 |
CENTRAL !INTELLIGENCE GROUP o :
- Washington,D.C, : g
: 25X1A
MENORANDUM 22 My 1947 |
R | \ SO e AL é/i,»/tr}(‘)
SUBJECT: CIG Information Renort Form No. 51l-4 (Jo.n. 47) '
: .
§ EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONIR YEg»CINDED
ks ] - . ,
1. PURPOSE
’ : ) The purpose of this document is to prescribe a uniform method !
; _ for the preparation and use of subject forme
| 2. SCOPL AND CONTENT.
; ae Subject form was devised to provide the Central Intelligence
; Group with o standard intelligence information report form which
i would meet the specific needs of each of the operutlng officess
; Form 51-4 will be for the use of all CIG offices other than the
' Office of Special Onerations. . Form 51-4A will be for the use of
the Office of Special Operations.
' b. This order will enocompass all procedures and nomenclature
i ~to be used in preparation of the forme.
ce Specifically exempt from this order are the preliminary
~ procedures now required by the Office of Special Operations.
3+ PREPARATION OF FORM
Qe Suiject form will be prepared by the office originating 1‘.;
! the intelligence information report. 7These offices will:
(1) ‘Prepore the report on master ditto stencil (Form » ,
No,. 51= 4) - ) . ‘
(2) Forward the finished master ditto stencil of the 1@
; report to the OCD Reading Center for processing in sccordunce i
( with OCD functionss. :
|
% -(3) Classify the report in accordance with existing
1 CIG security regulations, axd type classificotion on the
form as indicnteds.
(4) 1Indicate broad restrictions of any type which
should be shovn. on each copy of o report, if special control
.of distribution is requireds These restrictions are to be
(1155) CONFIDENTI AL
’J..F'FL‘CTIVE 50 JUNE 1947 CIG MEMORANDA J"ILL REMAIN IN FORCE UNTIL CANCELLED OR :
, DJP iRSEDED PR | ;\ :

-00728R000100040027-1
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typed on the master stemcil. For exomple, if the report
should not be made.available by receiving agencies to other
than U. 8. officianls, notation would be made similar to
"CONTROL; U. S. OFFICIALS ONLY."

(6) Indicate by rubber stamp or other notation that
will not rerroduce on cories of the rerort, «in the upper
left hand corner of master ditto stencil, recommendations
for distribution to particular agencies which would not
normally be considered as logieal reoipients of the renort
by the OCD Rending Center, . Conversely, if the originating

- office believes thut certain specific agencies should not
recelve the report, such recommendotions should clso be
indicated in the upper left hand cornmer of the master ditto.
NOTE: This information is for OCD Reading Center use onl
ond will not be pluaced on the master stencil in such o nenner
as to nrint on conies made from the stenoiles

4. DETAILS OF FORI

te« The CIG office originating the report will be responsible for
completion of the form in detail with exceortions os noted in para-
graphs 4a(6) and 4a(12). The following definitions will be used:
(1) couNTR ‘
Show the country to which tho information prertains,

(2) suBJzOT

Indioate the general subject of the informtion con=-
tained in the report,

(3) PLACE ACQUIRLD
Indicate the country or geographicnl area in which the

information was secured. . For exumple: The country
as specified in paragranh 44(1) ahove michs he

| VWnerever possible, . .
the specific city or tovm within the "Place Acquired"

i should be nomeds . "Place Acquired" is not the place
where the report was first written. '

;(4) ~DATE ACQUIRED

Date on which the information was collooted in the
field by the source of the information,

CONFIDENTIAL '

-00728R000100040027-1

25X1A

25X1A
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(5)  REPORT NUMBER

(z) Each report will be numbered by the orig-

, inating office in such a way as to distine

& guish it from any other CIG report,. Each

: office or branch will usc an identifying

f symbol as o prefix to the report number,

For examrle, the Office of Special O~erations
uses ’.S.O_m & prefix; the Contuots Bronoh, 00,

uses the Foreign Broadcanst Information ‘ 25X1A
00. uses ﬂ the Documents Branch, -25X1A
P5X1 0C, uses ety A

25X1A.

(6) DATE DISTRIBUTED

Date on which the report is distfibuted by the
; Central Intelligence Groupe This spnoe will be
i left blank by the originating office und will be

accomplished by the Information Distribution Unit,
P & A Branch, :

(7) NUMBER OF PAGES

i Enter the total number of pages comprising the
rerorts

: ~ (8) NUIBER OF ENCLOSURES , ' \

Enter the total number of enclosures to the basie

; rerorte In addition, the onclosurcs will be

\ : ' identified by o listing ot the end of the rcport.
This listing will be as briof cs possible; abbrevia
ations will be used whenovor rracticable,

(9) SUPPLEMENT TO REPORT NUMBER

If the report provides additionnl information which _
supnlements or changes a previous renort, the
originating office will so indicate by inserting

the report number of the previous renort or.rcports
in this speaces '

(10)  GRADING OF SOURCE

(a) Originating office will accomplish in the
appropriate box fron kmowledge rnd experience
with the source from which the report was

3 . derivedy ‘ S

CONFIDENTIAL

0728R000100040027-1 -
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(b) If the source is docunentary, this‘ scotion need
not bo filled in, and procedure outlined in
paragruph 4a(13) below will bo followed.

#
Y
I
l‘
(‘.

(11) COLLLCTOR'S GRADING OF CONTENT

‘ This will bo accomplished by the originating off'ice
y end will bo the grading which is furnishod by the
sources of that offico,. :

(12) CIG LVALUATION OF CONTENT

(a¢) This evoluation, when required, will normally be
obtained by the OCD Reuding Centor through facil-
itios of the Office of Rerorts nnd Estimatos.

! : Procedures for scouring evaluntions will be de-

; signed for exneditious nccomplishment of this

] ‘ step and will be developed by OCD in coordinction

\ with the Office of Renorts and Estimates.

(b) Renorts prepared on subject forn, when dispatched
from CIG, will have the appropriate box under tho
heading, CIG EVALUATION OF CONTENT, - marked.

(13) SOURCE

i This will be accomplished by the originating office
and will serve only as an indication of tho sourcs,
Z except in the case of rerorts based on documentary
~ sourcese The originating office will take necessary
' action to assure that sources arc given full security
proteetions If necessary to protoct sources conirletely,
j this scction will bo left blank. Vhon the source is
i documentary cnd no security problems are involved, -the
i Coouments will be identificd by brief titlc. If
seceurity is Involved, the sourcec will be cited sirply
as "Documentary™,

(14) BODY OF REPORT

This will contain the information as edited and pre=
i pared for distribution. If the roport requiroes more
i ) then one page, only tho first page will be prepared
on CIG Information Report, Form No. 51-4 (Jan. 47),
Succeeding pages will be on the regular legal size-
ditto stencil with each poge approprintely classified
md numbered consecutively.  These pages will contain
the proper REPORT WUMBER, as statod in paragraph 4a(5)
above, in the urper right hund corner.

CONFIDENTIAL

ST
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(15) DISTRIBUTION

ATTACHIENTS:

DISTRIBUTION:

()

(b)

The Informction Report Form contains two boxes at
tho Lottom of the form. The first box indicntes
extornal distribution of the roport.  Tais will
be accomplished by the Informntion Distribution
Unit in acoordanco with instructions pivon by
the OCD Ronding Center., The numbor of copics
distributed will not be indicuted on tho report
form; distribution will be shovn by neans of

"X" morks in appropricte hoxes. '

Tho second box at tho bottom of the form provides
for interncl distribution within CIG officos.

The originating of fico will indicato its internal
requirerents for distribution by "X" marks in
anrpropriate boxese This internal distribution
will appear on all stoncils excent for 0SO dow
livered to tho OCD Rending Center for nccomplishe
ment of dissemination, and on those copies of
reports returned to the originating office for
internal cdistributions It will not appear on
conics prenarcd from the master stencil which

oro distributed to agencies outside of CIG, but
will be deleted froin those coples by the Informa-
tion Distribution Unit,

FOR THE DIRECTOR OF CENIRAL INTELLIGENCE:

Bxecutive for Personnel
ond Administration

None

CONFIDENTIAL

28R000100040027-1 -
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o CEMTRAL INTELLIGINCE GROUP
Yashington, D. Co

173 ORANDUL 19 Hoy 1947 - ‘
» NULIBER ‘\M\.\ Vel ") /6“ ,,,.J/"‘T /
il SUBJECT: Regular Transportation Scrvice Botwoen CIG and Penbagon oy P
Buildings Ve

BFFLCTLVE UNTIL 30 JUNL 1947 UNLESS SOONER RESCINDED

e e S AT

1. Dffcetive 13 Moy 1947, rcpuler bus scrvico hus bawn provided
botween North Duilding, North Interior Building, and the Pentapon
Buildinpg on an hourly busis as indicated on tho schodule belows

Hours

Leave Horth Building to North Interior 0850 0950 - 1060
Leave North Interior o Pontogon 0900 1000 1100
Leavo Pentagon to Horth Interior , 0925 1025 ~ 1125
Lonve North Intorior to Worth Building 0940 1040 - 1140

Then ovory hour thorcaftor until last trip loaving North
Interior Building to North Building.at 1640 hourss

2., Requests for spocial cars to cny of tho ugldings indiented in tho
abovo - schodule will not bo furnished excopt in casos of cmorgency.

%, The routo followed on the above schedulo will begin at North
Building os indientod, stopping ot South Building, Administration
Building, foar of Quc¢ Building, 2210 E Strect, 18th &' F Strdots Intranco
to Horth Intorior Building, and the linll Entraneo to the Ponto ponBuildinge

N
‘ 4e ‘Mis scrvice will not bo available on Saturdays, Sundays, or
: holidays.
( 6. All roqucsts for transportation outside of this schcdulc shonld be
i _ dircetod to the lotor Pool, Extonsion:l " STAT
R TIE DI REGTOR y N TELLI GENCE::
STATINTL . FOR TIE DINRECTOR OF CENTRAL INTELLIGENCE

Exccutive for Personnecl -
and Administration

ATLACHIENTS: Nono

~ DISTRIBUTION: & o o )
| RESCINDED BY CIG MEMORANDUM NO 40, DATED, 16th, June, 1947

[

i 108 ' v v o
EFFECTIVE 30 J{JNE9?|.947 CIG MEMORANDA WILIL REMAIN IN FORCE UNTIIL CANSELLED OR
L e SUPERSEDE ‘ i : : :

: CIA-RDP81.00728R000100040027-1 -
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RESTRICTED e ; -

© GMTAL TUELLLIGLUCL GROUP , 7 : [/

Woshington, D Ce

Ll (ORANDULL 19 lny 1947
WIBER [ ] , | e wed 5o ,,,),,;};(/

SUBJECT: Saturday, Sunday and Holiday Duty, North Interior Building (

o

BFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOQONER RESCINDED

1, CIG Adninistrativc Ordor Ilo;l:ldatod 6 Jonucry 1947, Subjoot:
"Seturdoy, Sunday & Holidey Duty, Now Var Dept. Blige", ic roscindeds

; 2. Effcotivo 10 luy 1947, Saturdey, Sundny and Holiday duty will bo
! performed by o duty officor and assistant who will bo dotuilcd by
: separato momorcnda fron time to tino. :

! » 3, Duty ifficors nnd their assistonts will be on duty fron 0830 until
‘ 1700 on Saturdays, Sundays ond Holideyss The place of duty for tho

; duty officor will be Room 7135 North Intorior Building; tho assistant

i will bo in Roor 7133, Howover, when the Scerctary to the Dircetor =

is proscnt, the duty officor may take station in any other officc of

CIG in North Iptorior Building and will bo notificd by the Soerctary

when it is. again nccossary to toke stotion in Roon 71356 .

i 4. The duty officor will kocp & sipnuturc list of all persons cntoring
and leaving of fices of CIG in North Intorior Building, accopt dolivery

; " of clnssificd and unclassificd matorial, accopt visitors “to any of fico
of CIG, cnswor all calls coming in to Roon 7135, and will tako such

initial steps s moy be appropriatc in any casos Vhen he doons it

\ nocessary, ho will notify tho proper porson rolative to urgont mottors

' so that cotion may bo takons The primary function of thc assistent to
tho duty officor will bo to provide nocessary clerical and stenopraphie
assistunco.

5. The Assistent Dircotors of Officos, Chicf of ICAPS, rné Excoutivo
for P&A will submit teo the Scerchory to the Dircetor not lator than
1200 hours on thc Friday preccding Saturday or Sunday duty, and not
ldater then 1200 hours on. the day preeocing e holiday tour of duty, o
stond-by list of two individuals who can bo contacted, torcther with
thoir home address end home telephone numbore Whore officos meintuin
| a full-time duty officer on Saturdays, Sundays or Helidays, his nonoe
: and tclephone nunbor nay be subnittod in liou of thc abovc. The
I Scorotary to tho Dircetor will thon place these addrosscs ‘in the duty : f
officor's book which will also includc o list of all persons cntering
: : offices on Saturdays, Sundays, or Holidays, onc copy of CIG Hemorendun )
25X1 | No.[ ] one sopy of CIG Scourity Rogulations, RESTRICTED persennol i i
: rostors, and ncecssary teclephone dircotorioss

6+ The duty officor or his assistunt will roport to tho Socrctery to
the Diroctor, Room 7135, at. 1600 hours on tho Fridey procoding Saturday
end Sunday duty or on the day proocding holidoy duty to be vricfed
rclative to the uso of tolcphonos and to rcooive any speeinl instructions
rolativo to the Dircector's offico. :

| (2090 L ;. , | }
| BFFECTIVE 30 (1090) 1047 cro vEnoRANDATEERECEER A 1 IN FORCE UNTIL CANCELLED OR -
| » | | SUPERSEDED .

2003/01/27 : GIA-RDP81-00728R000100040027-1 -
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IS TRECTED Lk
-z

7« Duty officors and assistants. aro arthorizad to cxchange tours of
duty with othor appropricto personncl; howover, rosponsibility rests
with tho individual doteiled to report to tho Excoutive for PEA by
1200 hours on Fricoy precoding the tour of duty tho narie of tho
porson to rolicve hir, : . :

' 8s The Cuty officor will inko o thorourh soecurity chock at 1700 hours
of all officos in thu North Intcrior Building that have beon openod
during the doy in corplianco with paragraph 10, Socurity Rogulations,
CIGs Any porson who ontors his dffico in thc HUarth Interior Building
for purpescs of work on Saturdays, Sundays, or Holicays will notify
the duty officer, who for sceurlty purrosos will list the arrivals and
doparturcs in the duty offioeor's bool. :

9+ Tho duty officor's book will econtain. nothing hichor than IBSTRICTED
matorial and at the complotion of cach tour of duty, will be loft on
the desk of the Scorctury o the Dircotor in Roon 7135 after which tho
roon will be lockede 41l othor classificd rntorial will be placod in

55X1A tho duty officor's porsonul safo at 1700 hcurs on tho cay of cuty and

turncd over to Exccoutive Rogistry for distribution by 0845 the following
norrnl work doy, ‘

10, All oivilian personncl who arc dotailed for this duty nay be given
compensatory tire off o 2-overtine in ascordance with the provisions
of Adninistrative Ordor , issuod 13 Novcmbor 1946, -

FOR THE DIRECTOR OF CENTRAL INIELLIGEMCE:
25X1A

Exocutivo for Porsormel
and Adninistration

ATTACHIIEENTS:  None

DISTRIBUTION: A

RES TIICTED
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CENTRAL INTELLIGENCE GROUP
Vashingtdn, D. Co

JELIORANDIIL - 19 liny 1947
NUMDER .

SUBJECT: Hilitary Loavo With Pay for Annunl Training Duty

i
EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED

I

1. DEFINITION
Military loave is dcfinod os the period of loavo with pay fron offi-
cicl cuty outhorizcd for thosc civilion cnployces who are 1nembors of the

National Guard,. Officors Roscrvc Corps, Coust Guard Resorve, or Naval
an liarine Resorvo, on days on whi gh they arc engaged in training cuty.

2+ COWCITIONS FOR RANTII'IG]‘IILITAﬁY LEAVE

oy litlitary leove is grantréd only to "ropular" chmploycos of the
Unitcd Stotos and of the Distrfot of Columbia, ar distinguished fron
temporary, substitutc, and when actually cploycd porsonacl,

be  Iilitary leave is granted for the purposc of training prospoe-
tivo nembors: of the arned foreos of tho UsS. for anective duty as outlincd
in Chapter L1-21 of thc Fodoral Personncl lionuals

3. IURATION OF IMILITARY LEAVE

as In poenorel, o maximnm of fiftcon (15) calondar days military
leave "without loss of pay, tinmc or cofficiency rating" roy be gronted
in any onc calcndar yoar for sorvicc with the organizations nentioncd
abovos

be TWhen it is ncecssary for on individual to scrve for o longor
period, any timc in cxeoss of tho fiftoon (15) days maxirun will bo
chargod as amual leave or leavo without pay, os determined by the
nployce concorncde

4. . PROCEDURE

An crployce dosiring military lcave should submit o request to his
irmediato supcrior on Standard Form Noe 71, Application for Leave, N
secompanicd by two (2) copiovs of his nmilitary orders.; The Form Nos T
togothor with the military orders will be forwarded through propor
channcls to the Pay Roll Unit, |Fiseal Scetion, and the loave will be re=

~portcd on the Tince and Attendonec Roport, Form 1130, in the colurm narked
"Othor" with tho notation "lHlitary Loavo" placcd in the "Romarks" blocks

STATINTL FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Exocutive for Porsonncl
end Adnministration

ATTACHUENTS: - None.

DISTRIBUTION: A | (1091) -

27.: CIA-RDP81-00728R000100040027-1
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n CONFIDEN TTAL : 7 ¢

CENTRAL INTELLIGENCE GRCUP
Washington, D. C.

~‘ MELORANDUIL - 1 Hay 1947
b5X1 | NUMBER [ |
SUBJECT: Policy on Clonrancc of Personncl for Dutios with

Contral Intclligoneco Group 25X1A

EFFECTIVE UNTIL %0 JUND 1947 UNLESS SOONER RESCINDLD

CeloGe Adninistrative Order | Subjoet: "Policy on Clcaranco
of Porsonncl for Dutics with Central Intellipgonce Group", dated
25 Octobor 1946, is hcroby rescinded offcetive this dato, and the : 3
following is substituted thorcfor: . : ;

25X1A

l. Tho President's lottor of 22 Jomuary 1946, referring to functions
of thc National Intolligenco Authority and the Dircotor of Centrnl
Intolligenoce, statos:  “In the conduct of their cotivitios, tho

! . National Intelligenco Autherity and tho Diroctor of Contral Intclligenco
shall be responsible for fully proteeting intellipgenco sources and
mothods."

2+ In the dischargo of this responsibility, it is inmperative that :
personncl assigncd to or attached for duty with tho Central Intelligenco
Group be individuals:

/ 8+ Of cxecllent charactor who arc citizons of the United Statos

(

and who have no nenbor of the irmcdiate fanily or noxt of :n
thereof subjcet to o forcign powor; :

1

be Vhosc loyalty, integrity, discrotion and trustworthinoss aro
unquestioricd; : :

ce Whoso financial status and habits arc such s %o ronder un-
! likely their suceumbing to cny temptation crising from thosc
sources.

S+ To assurc thet persomnel assigned %o or attached for duty with the
Contral Intolligeneo Group ncet the standards prcseribed in the force-
going puaragraph, the following proccdurcs will bo applied in tho
investigotion and clearance of such individuals:

teo Investipgntion will be conducted to tho cxtont nocossary to

T onedlo the proper detormination of on individuai's coligibility
in accordence with provisions of Peragroph 2, cxecopt for those
individuals coverod by provisions of Paragraph 4 bolow. Tho
mininum investigation will consist of: v

(833) CONFIDENTIAL
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CONFIDEN TIAL

-2 =
(1) A check of uppropriatc‘rccords of ouch of tho i‘ollOwinG‘:
| (n) Dcpz;\rtmcnt of Statce

(b) Office of tho Diroctor of Intclligemco, War
Departnonts ' ‘

(¢) Offico of Izval Intelligenco, Navy Departicnte

() Feudornl Burcau of Invostigantion (to include finger=-
print files). .

| (o) Polico Deportnont in cach city of umploymc;nt ond
rosidonoc in the United States for pust fiftoen
(15) Yearse :

(£) Crcdit agencicss .

(2) Verification of the individual's Personal History Stntonent
roparding:

; ,
( ‘ () Birth.
; ‘ (b) Citizomship.
(¢) Education.
(a) Enployment for past fiftcon (15) yoerse
(3) Charactor investigntion by intcrvicws with porsonal
references piven by the individial and with a mininum
of throc othcr pcrsoms who have imowledge of his activitics

over o period of time cuf ficicnt to cneblc a detormination
as to his choroetor and intcgrity. )

b, Reororts of investigantions will bo reviowed in cach case by tho
Sccurity Officor of the Contral Intolligmmee Group who will

i - verify that the above procodurc has beon carricd out. Final

i dccision ©s to the acccpitability of the individual for assifme

rncnit @0 the Central Intelligenec Group will rest with tho

Dircctor of Contral Intolligcnce.

4, Therc therc hes beon o provious satisfactory charnctor and loyulty
jnvestigation by the Wor or Navy Dopariment, Dopartment of State, or
other Governmont agoney, or whorc thorc arc other availablc roocords
indicating o ninimum of ten (10) yeors honorable Govornnont sorvico
with no subscquent jnformation creating a suspicion "of disloyalty or
question ns to intcpgrity, the informotion dorived thercfron moy; ot
the option of tho Dircetor of Central Intolligcneo, constitute tho
basis for clcarance of an individual for assignnent to or attechront

CONFIDENTIAL
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CONFIDENTIAL

-3 -

for duty with th: Contral Intolliponco Group. Howevor,+in cach casc
of clecarance based on a previous sutlsfuctorw charactcr and loyalty
investigntion or on the basis of a minirwum of ton (10) years honorablo
Governnont sorvico, o chook of appropriate racords of tho Departmont
of Stotc; Offico of the Dircetor of Intcllipenco, War Doportmont;
Offico of HNawval Intelligenco, Navy Dopartnent; and tho Fedoral Burcau
of Investigation will be mado.

5, ne. Vheon an IAB necnbor apency is requestod to detnil personnol
T to duty with the Contral Intcllipfones Group, nominations
of individuals for such duty will includc a writton stato-
nont certifying to their: loyalty and pencral intopgrity bascd
upon lnowlcdmo available in tho nominating argencys

be  Such individuals, when accopted, will be pernittod to ontor

" on duty with CIG provisionzlly, but will thorcafter be checked
for scourity in the somc manner as for all other individuals
cntoring on duty (sco para. 3 and 4 above). :

6« Only upon spceific approval of tho Dircotor of Central Intclligenco
in cach casc will on individusl be permittod to entor on duty with the
Central Intelligenco Group prior to the complotion of the full socurlty
clcarance preseribed hercin,

7s All porsonnol assipgned to or attached for duty with the Contral In-
tclligonee Group will be required to cxceuto o declaration of scocrecy
which will be administored by tho Dircetor of Contral Intolligonr‘c or
his muthorizoed roprcscnthtivo.

8+ Upon ternination of dutios with the Contral Imtolligencc CGroup, all
personncl will be givoen an exit interviow desipgned to impross upon thom
thoir obligation with repgard to maintaining tho sceurity of «ll mattors
porteining to Contral Intelligenco Group activitios os well as the pro=-
visions of thc applicablo lows and statutcse |
9. MAny oxccptions to the forcgoing provisions shall roquirc the approval
of tho Dircctor of Central Intclligenca,

FOR THL DIPECTOR»OF CENTRAL INTELLIGDNCE:

Exccutive for Personncl
and Adninistrotion

ATTACHUENTS: Nono

DISTRIBUTION: A

CONFIDENTIAL

00728R000100040027-1

25X1A
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CENTRAL INTELLIGENCE GROUI
.ashington,. -De Ce.-

VELOR. DU 2l pr:Ll 1947
NuRER [ | To b exe 5o .//w

SUBJECT: Use of Ponalty Envelopcs for Routing of liaterial vithin CIG. < v)gyvm:)

EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SCONER RESCINDED

1l.- Tt has been noted that CIG franked envelopes bearing penalty
indicia arc being used by employces in the transmittal of documents
between the various offices withing CIG.

2. Under thc provisicns of Fublic Law 36}, 78th Congress, the CIG
is ruquired to pay for all penalty indicia used by the Agency. The
costs to the CIG are bascd on the number of articles bearing the
benalty indicia,-such as, envelopes, labcls, and wrappers purchascd
~end uscd by the Aguney, ratheér than the number of pieces actually
mailed.  Accordingly, whencver penalty envelopus are used for the
routing of material within the CIG, -the Agency is subjected to an
unnecessary expense. : _

3. - All employces arc thercfore directed to use cither CIG Chain

Envelopes or plain unprlnt0u cnvclopcs in the transmittal of ‘meterial
between CIG offices

Ly Offlcl?ls in the various offices of CIG who are responsible for
the routing of material will make periodic surveys to.insure compli-
ance with the above. .

~ .
i STATINTL FOR THE DIRECTOR OF CENTRAL INTELLIGENCEs

STATINTL Exccutive for Porsonncl
) ‘ and Administration.

{ ATTACHIENTS:. - None

DISTRIBUTION:. A

EFFECTIVE 30 JUNE 1947 CIG MIMORANDA WILL REMAIN IN FORCE UNTIL CANCELLED OR
SUPERSEDLD

i

: (759)
REQCIWDED PER CIA GEIE

iRAL ORDER

DP81-00728R000100040027-1
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CENTRAL THTALLIGNCE GROUP AP
Washington, Ds C. ¢ ;f 5

\(D Q)O Cﬁ\ >y 23 ppril 1947 |

\ .
oo f e
MEMORANDUM ' ! A l -
NUEBER '
, SUBJECT:  Housing and Transportation
STATINTL )
SFFECTIVE UNTIL 30 June 1947
1. The housing situation in %ashington remains critical. :
Through facilities established in the Personnel 'DlVlSlOn, .
evory effort is being made to assist C.I1.G. -employees in W~
obtaining adequate housing accommodations. Contacts with WA,(
outside sources, have not provided sufficient facilities to
satisfy the needs oi‘_ our present cmployeess - Py@
2, The Personnel Division is soliciting the cooperation of Qf-m“j' :
all employses of CeI.Ge in this matter by asking that they 77\»6 )
, © list available rooms, apartments or houses with the Personpel A &
STAT Relations Section, Ext.;l Information concérning sy
; anticipated vacancies will also be appreciated. m';m i
P 3. Transportation to and from C.I.G.-offices is a problem gl
: for many erployess. Personnel who drive and who have space /ﬂ-/ ‘
§ for additional passengers are uncourag,cd to notify the above
~ oi‘i‘lcc. . . ‘ a%l“/
L. Your assistance and cooperation relative to the above ,«;*-ka
matters will be greatly sppreciated. %w
STATINTL FOR THi DIR=CTOR OF CANTRAL INTELLIGENCE: /
STATINTL I «9“(

Coloncl, AGD
, © Executive for Personnel
and Administration
ATTACHMZNTS: None
DISTRIBUTIOM: A
'RESCTHDED TPER CIA GIHERAL ORDER |:|
(719)

:EFFBCTIVH 50 JUNE 1947 CIG WEMURANDA WILL REMAIN IN FORCE UNTIL CANCELLED OR
o . SUPERSEDED ' v

1/27 ; CIA-RDP81-00728R000100040027-1
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CENTRAL INTILLIGENCE GROUP
Washington, D. C.

MEMOR ANDUH - 16 April 1947
NUHEAR [::] | . |
\ e &€ 0 ol

SUBJUCT: [stablishment of Personnel Loyalty Board for the
Central Intelligence Group ;

ETFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED

1ls  Under authority contained in uxecutive Order Ko, 9835,

dated 21 larch 1947, there is hereby established a Parsonnel
Loyalty Board for the Central Intelligence Group to review all
loyalty cases arising in CIG and make recommendations with
respect to the removal of any. CIG officer or employee on grounds
relating to loyalty. The Roard shall consist of three voting
members:  The fxecutive Director, 0IG, as Chairman, who shall,
for cach case, name two from among the Deputiss to the Assistant
Directors, CIG, as lismbers, The Assistant General Counsel shall
atlend as Law ilember without vote, - In the event any case for
consideration of the Reard invelves perzonnel of a branch uxder
‘2n Assistant Director, the Deputy for the Assistant Director of
that branch will nct participate in any deliberation or action
of the Board on that CaSa, '

2. The Beard shall nake determination of 41l cases referred to
it by majority vote.. Where decision adverse to the ‘employee is
made by the Beard, the individual eonceornad may appeal to the
Direstor, CIG, within ten (10) days of the time when notification
of the Board's action reaches him. The Director may request

the Loyalty Review Board of the Civil Service Commission for an
advisory opinien in any case referred to him, The employee con-
cerned may appeal the firal decision of the Director, within ten
(10) days of receipt thereof, to the Leyalty Review Board of the
Civil Service Commission for an advisory recommendation only,

<3¢, In the event the loyalty of any cIG employee is suspect, the
case shall be referred dire¢tly to the Board by Assistant
Directors for employees within their respsctive branches, or by
the Security and Personnel offices through the fxecutive for
Personnel. and “Administration, Where information reaches the Board
from cther sources, it may on its ovm initiative investigate the
circumstances, utilizing all Faciliti.s of CIG, and determine
whether or not the case is proper for its considerations

RESCINDEDIER CIA GENERAL URDER[:::::]

(639)

| EFFECTIVE 30 JUNE 1947 cIo MENMORANDA WILL REMAIN [N FORCE UNTIL GANCELLED OR
o L SUPERSEDED =~

-00728R000100040027-1
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L. When a case is accepted by the Board, it shall immediately
notify the employse in writing of the charges made against him,
and shall forward to him written interrogatories cohtaining the
information on which the charges are based and requesting specific
answers from the employee concerning such information. Notice

to the employee shall state the time and place of the Board!s
meeting for that case, and shall specify the time in which the
sompleted interrogatories must be raturneds In the case of
employees located in Washington, fifteen (15) days notice of the
Board's meeting shall be given, and ten (10) days shall be given
for return of the interrogatory. Reascnable extensions of time
may be granted by the Chairman of the Beard upon advics of the

Lav Member, The initial notice to the employee shall alse in-
form him of his right to appear in person before the Board at

its meeting on his case, accompanied by counsel or represzsntative
of his choosing, and to present evidence on his hehalf through
witness or by affidavit. He shall also be given specific in-
formation on any Security questions which representation by
counsel or repressntative outside the agency may raise, par-
ticularly on what facts may be revealed about the nature and
scope of his employment.,

S« In the case of employees outside of Ylashington and overseas,
the Board shull forward interrogatories for completion by the
employee, and shall specify the time of return of the completed
interrogatories, The Board shzll then sit in a preliminary :
secsion to determine whether further action is necessary, If the
preliminary decisicn is favorable to the amployse, he shall be

8¢ nutified and the record closed, If tha preliminary decision
s unfavoratisz or the Board' is unable to arrivs at a decision,

the employes shall be immediately returned to Washington and final
action taken by the Board on his arrival, in accordance with the
procedure outlinsd above for Washington employees,

6, In any case where decision by the Board is unfavorable to the
employes and the right of appesl is not exercised, the Board shall
malte appropriate recomnendation to the Director for dismissal of
the employee, Approval by the Director of such recomacndation,

or the decision.of the Director on cases appealed to him, shall
constitute final Gisposition of each case, subjact only to advisory
recoumendation of the Civil Service Commission's Loyelty Review
Board, if requested.. The Director may suspend the employee con-
cerned at any time pending determination with respect to loyalty.

8R000100040027-1
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7.. The files and deliberations of the Board shall be kept

confidential, and #ll records, documents and evidence not the :
property of the employee shall be forwarded to the Security o
0ffice for filing with the security files on the individual con-

cernad, ' The -Board shall, however, maintain summary reports on

each case containing identifying data,the nature of the charges

and the action taken, such reports to be furnished to the Civil

Service Commission's Loyalty Review Hoard upon requesie.

B¢ The Board need not follow strictly rules of evidence

applicable to courts of law, and need not divulge confidential

sources of information, but the Law Memier shall be responsible

for advising th2 Board of amy action of the Board which might

infringe sn employee's constitutional rights.  The Law Member g
may report to the Director any action of the Board.which, in

his opinion, is an infringement of such rights. The standard

for removal of an cmployce shall be that, on all evidence,

reasonable grounds exist for belief that the pgrson involved

is disloyal to the Govermment of the United States, ’

9 Imned.iately before final action hy the Director, each case
shall be referred to the General Counsel, CIG, for révisw of the
legal sufficiency of ths administrative action taken, .

. ‘ ‘ o . 3

; oo : \,‘| . “‘( TN L L ,.'.P*--'\
HOYT . VAUD-NBERG

Lieutenant Goneral, USA

Director of Central Intelligence

B LR

ATTACHMINTS: None

DISTRIBUTION: A"

8R000100040027-1 -
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CENTRAL INTELLIGENCE GROU.
Washington, D. Ce -

e . ‘ Indeps b sluglty
£ e S | | [ ] STATINTL

g HEMORANDUI 11 April 1947

TAT & NUMBER [ |

“'SUBJECT: " Distribution of Exocutive Type Office Equipment

EFFECTIVE UNTIL 3Q JUNE 1947 UNLESS SCONER RESCINDED

- ls The following policy is hereby established with respeoct to the
type of office equipment to be issued to or used by personvol in CIG,
Office oqulpment and furnishings have been divided into three olasses,
and the orpanlzotional rank of each individual entitlod to request

i ond use the several classes.of this equipment are as follows:

Lo CLASS A BQUIPMENT

: PDiroector
- . Doputy Director
Exoqutivo Director
| hssiotant Directors
: , Chiof, ICAPS )

CLASS B EQUIPLENT

Deputy Assistant Dircctors -
Bronch Chiofs, and Chiefs of Orpganizational Units
Iquivalent to a Branch

CLASS C EQUIPRMENT

All other personncle

2¢ A 1list of the cquipment and furnishings which arc a part of cachlof:-
the above classes has boen furnished .to the Chiof, Sorvicos Division,

P & A, ond information &s to oquipment allowed may be obtained through
that officoe

3. The assignment of tho use of equipment which is not in accordance
with the rcquiremonts of this llemorandum will be roturncd to stock
and reploced in uccordanca with the prov1510n° hereof,

4 Exceptlons to the m-ovlsmns of this liemorandum may bo roquosted : STATINTL

upon’ proper justification through the Assistant Direetors of each
Office to the Deputy Director through the Executive for Porsonrel and ‘ ‘STATINTL
A(hunlstmtlon. _ :

FOR TE DIRECTOR OI" CENTRAL INTH

RESCINDMD PER CIA GENERAL ORDER[ |

SES : . Deputy Excecutive for Porsonné
(606) x ‘ o cied and Adminis tmtion .;_’/’_' _

EFFECTIVE 30 JUNE 1047 CIG HEHORANDA WIIL REVAIN IN FORCE UTTiL»cANCELLEDJOR”é
SUPERSEDFD " AR
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CENTR.L INTELLIGENCE GROUP é)/,.z v

“ashington, D. ¢, b
‘ Indeesd /14
LITL.ORAN DU . L April 1947
NULIBER I_L_J_I .
SUBRJECT: Fire Hazards

EFFECTIVE UNTIL 30 JUNE 1947 UNL3SS SCONER RESCINDED

1. Quoted below is a memorandum received from the Deputy
Commissioner for Buildings lianagement, Federal Yorks Agency,
TPublic Buildings Administrations :

MHarch 2L, 1947

"T0s Chief Clerks and ‘dministrative Officers of
the Exceutive Departments and Independent
Agencices
- SUBJECT:.., Fir: Yazards

; It is essential that we do ever;-thing possible to
eliminate fire tazards in tir i ldings under +the Jurisdiction .
0 PsBuiis’ 4 hazardous praztice that 4s RRMENE FOTE . vammon
is tho use of hot plates in offices for preparaticn of food
and ‘beverages.. These-appliznces are.brought into the.. . ST
bulldings by the occupants, and plugged in 1l thout thought
being given to the electric cireuit loads, Oftentimes
they are not disconnected after use. 4 nunber of fires
have occurred as. & result of this practice.

“ie would appreciate

b
your cooperation in order that the
following procedu )

re can be put into effect.

1. No hot plate will be permitted in any space
used by the oceupying agencies unless approval

is given by the Chief Clerk or .Administrative
Officero

2 If permission is given for the use of a hot plate,
the Building Supcrintendent vill be advised of )
this fact in writing.  Upon receipt of such
" notice he will instruct his principal clectrician

to examine the appliance to be used. If it is

not found to bhe defective, and if the circuit

can support the additional load, the electrician
" will sec that it is properly installed.

P CTA GEMERAL ORDER

4

IORANDA WILIL R

, AIN IN FORCE uynT ICELLED OR
SUpphaeb B % UNTIL CANCELLED OR
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3. here we locate hot plates which. have not been
authorized, the Building Superintendent will
advise you and ask your concurrence in their
irmodiate removal in order to climinate the
hazards involvode

Deputy Commissioner
of Buildings lManagement"

2. fequests for the approval of the use of a hot plate or
similar slectrical appliance in any office of CIG should be
directed to the Chief, Real Estate and Utilities Unit, Supply
Section, Services Division, F&A, who will obtain the approval
of the Building Superintendent in comxectwn with the use of
such appliances.

—...3s . The compliance with the Drmn sions of this i emorandun 1'.111
313 rcqulmd in’ all bulldlng's oceupied: by CIG: :

~FOR. THE TJIL‘E’J'QQP OI‘ CEI‘TTR,\L INTELLIGEI‘CE‘ :

Deputy Executive for Pcrsonrel
and Administration

STT.CHIENTS:  Nome

DISTRIBUTION: &

STATINTL

STATINTL
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Orgnization Nome

30 JUNE 1947 CIG HEV

RESTRICTED
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CENTRAL INTELLI GENCE GRQUP
Washihgton, D. C, -

MEMORANDUL; . © 26 March 1947
NUMBER [ | S _ Lo mR e

SUBJECTi Bulletin Boards

EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED

1. The Personnel Relations Section wishes to bring to the
attention of all employees of CIG the benefits which may be

dorived fron observing the material on the‘_bulletin‘bourds ’
located in the various buildings. ) : :

2y Information is placed on boaras by employees who serve as
representatives of the Personnel Relations Section and who have
the responsibility for the maintenance of such boards in a current
and orderly meanner: They also have authority to rerove any ine
formation which has not been approved by the above office for
dissemination in this manner, Employces of CIG are, however, ene
couraped to submit information, which they feel is beneficial to

all personnel; to their respective supervisors, administrative
officials and to the Persommel Relations Section for proper
approval end distribution_. ‘ '

3¢ Bulletin boards will 'e
‘of concerts, plays, lectur
0s courses of study
ties sponsored by ma

arry State Society Not.i‘ces, _announcemonts
o5 and other cultural activities as well
and motices of recrentionnl. and social aetivi-

3

ny sutside community organizations,

4+ Titles of Civil Service exanminations, giving the grade, salery,
opening and closing dates will be carried on all boardss Further
information regarding such announcements moy be obtained from your
Administrativo Officer whose name, appoars "below, :

Building, & Room ~ Dxts

: L e - loas
ORE . Central 227 -
C&D : _ Naw.W'nr 2264
ESCUNDED PER CIA GENERAL ORDER [::::] '

(463) ' . RES TRI CTED

MORANDA WILL REMAIN TN FORCE UNTIL CANCELLED
~ SUPERSEDED - = "7 T Rt

OR

25X1
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Room

Exti

ATTACHNENTS: None

DISTRIBUTION: A

2164
144
209
118
200
209
2043

203

610

N RES TRICTED
Ty et
L -2 -
Organization Name Building &
25X1A . B
P&A ond Exec.- Offices New Var
Seourity o South
Finonece Central:
Personnel .North
Servieces Yorth
25X1A Cormunications - South
Projects :Support Que
00 . K :
FOR THE DIRECTOR OF CENTRAL INTELLIGENCEQ .
25X1A

Exccutive for Porsonmnel

__and Administration

251
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//‘ILLEGE; RESTRICTED
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CENTRAT, INTELLIGENCE GROUP

Washington, D. C.

25 March 1947
MEMORANDUM
25X1 NUMBER [ ]

SUBJECT: Personal Status Report

EFFECTIVE UNTIL 30 JUNE 19L7

1., A personnel status report on Form 38-17 (copy attached) will
be prepared on each employee, civilian and military, on duty with CIG
on the date of receipt of this memorandum.. Any entry on the report
indicating a change in status since entrance or. duty of the employee
concerned will be underscored in red.

2, Each Assistant Director asd head of a staff section will be
resmonsible that forms are completed on all personnel on duty under his

_ jurisdiction not later than one weok after receipt of this memorandum,;
and transmitted by covering letber as indicated below:

a, Originals will be sent direct to the Chief, Personnel
Division, P & A Branch. '

Duplicates will be sent direct to the Chief; Security

by
¥ & A Branch. :

o5x1A  Division,

3 . An‘additiona.l personnel status report will be prepared and
distributed as indicated in paragraph 2a and b above whenever any chang
in status of an individual employed by CIG occurs.

FOR THE DIRECIOR OF CilTRAL INTELLIGENCE:

e

Colonel, AGD
Executive for Personnel
and Administration

RESTRICTED

>81-00728R000100040027-1
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CENTRAL INTELLIGENCE GROUI
‘lashin;ton, D. C.

LELOWANDU 2l April 1947

‘li\l
NU BER
W0Ts  Reporting of Erroncous Salary Payments (Vouchered Employces

SUBJ T
Only)

—

EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED

1. In spite of all the precautions taken,. there is always tho possi-

bility that an overpayment or wderpayiient of salary may be made to an

employec, If an employce receives any salary payment which he feels

is not correct, or te which hc is not entitled, he should irmwediately

contact the desi;mnted payment and leave elerk who vill cheele intoithe

circunstances and contact the Chiof, Pay Roll Unit, Extonsion for STAT
clarificaticn.

2, If an wnderpaynment has been made, proper adjustrent will be nade on
‘thc erwloyce's noxt salary cheeke  In the ovent an overpayment of
salary has boen nade, the auployec nmay choose any ono of the following
nethods of maldnr vedfund.

a. Neturn the choek for cancellation. (If this method is fol-
lowed, the employce will reccive in his nuxt pay chack his regular bi-

woekly salary plus the moncy actually duc him for the prior pay period.)
g b. Retain the crroacous check ond make a ¢ash refund immediately.

¢s Request that the erroncous payment be deducted frem the next
salary chocke
3, Through pay roll audit proccdurcs, any incorrect payment will
eventually be discovereds In order to prevent a finanecial hardship to .
an cmployce at a later date,it will be to his advantage t¢ have the
necessary adjustment effected imsediately.

STATINTL :
FOR THE DIRECTOR OF CENTRAL TNTISLLIGENCE:

Exocutive for TFersonnel
and Administration.

ATTACHIENTS:  HMenc
DISTRIBUTION: A
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CHEHNTRAL THTELLIGENCE GROUL
“jashingten, D. C.

LELORANDUE 2l April 1907
NUEBER [ |

SUBJECT: Liave ithout Fay (L'01)
EFFECTIVE WNTIL 30 JUNE 1947 ‘UNLsSS soom"h RESCINDED

1. LURIOSE

The purpose of this memorandum is to set forth and standardize
the procedure to be followed in the granting of Luiave Athout Tay.-

2. DEFINITION

Toeve “rthout Tay (I 01') is defined by the Civil Service
Coriisoion as "Tonporary non-pay status and abscnce from Jduty granted
upon eipleyee's regquest"s  This is not te bo confused with suspension,
furlowh or Tine sgent in milivary - scrvice, which are cevered under
othor repulations. '

3e  AUT HO‘Al"”‘ION

The Authorizetion of LT is a matter of administrative
discretion and thercefore may not b demandad s a right of wployces
or imnosed as a penalty. 11 LOI in cxcess of 60 ’lﬂ‘,’s, must be
approved by the "huf, 1r=rsomu,l Divisione

1o CONDITIONS TOR GRANTING L.Or

ae i bnsnc condition for aprroval of extended LOP should be

. reascnable expectation that the u:xplo;.n,,\, \il.Ll zubum at the end of the

ayproved perlon,.. In addition, at Least cne of the following benclits
should rosult from such absonces

be Trotection or jm*n‘ovcmnt of employce's health (. m’c,orrm;y
leave, convalescent leave, (tc.) ternity luave must be granted un-
less the cmpleycee has no 1nuonb10n 03‘ ruturning to duty.

ce Retention of a dcsirablo ot*xployee.

de Incrcased ability to perform the dutics of the position.
On¢ year's L.0I° will be granted to an cployee whe wishes to return
to a colloge or university to continue his cducation providing that
the subjects he mtbnug to pursuc arc such thob they could be
expocted te- 1m,ron se the. employee's worth te his position, and CIG
following the completion of this one-yuar poricd of additional '

“training. In ach case the cmployce will i requirced to subnit to
~his Sum.rw sor-a list of the suhn,ct tobhe takem with his requost v
o for: such lcave without nny. :

SEeREE
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, e. lroviding mcans for an overscas cmployce to return to this
country for ncrsenal ruascns, such as farily iilnoss.

f. To pruscrve continuity of scrvice in case of injury or sick-
nesg incurred in line of duty, wherc-an employee is granted L.OT in
connection with such injury or sicknuess. ’

5+ IROCEDULE

TJOF will not be authorized initially for ony period in
exeoss of twelve (12) months. Requests for eny like or shorter
period should adhere to the conditions stated above.

2. The wnployee should request LIOD from his supervisor,
riving nroner justification.

b. Tor periods less than sixty (60) days, notice of action
will not be issued, and amloyccs will centinue to be reported on
Torri 1130,

¢. Tor extended LI, sixty (80) days or lorger, lursonnel
sction notice will be issucd. The 0ffice concerncd vwill submit
CIG Form 37-3 Mersormel lction licquust" to the orsonnel Division
at Least one weok in advance of the cffuctive date of the employec's
releasc from active duty.

d. The Transaction and Records Scetion, iwrsonncl Divisien,
will give the eoffice concerncd advance notice of the cxpiration
of L'0i so that the euployee can be contacted and the Form 37-3,

requesting return to duty, can be properly submitted.

ce . In the cvent an ciployee docs not return from LN0I' at the
designoted time, bhas not had an extension srented or has not indicated
that he will return, it will be nocussary to berminanc the cmployec's
services dus to "Wibandonment of Position".

f. An extension or rencwal of cxbended LNVOP will also ruquire
a personncl action. The office concerned will, thercforc, submit
Form 37-3 requesting "Bxtonsion of LOI" in accordance with the above
conditicnsg. :

i

6. REVIET OF REQUESTS

The office concerncd vwill be responsible for preliminary
review and anproval of all nequests for L'OI for confermance with
CIG policy. In cascs where justification fer 701 is questlonable,
the Tersonncl Division should be contacted for technical advice.
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Te PFILLIEG L.01 1 OSITION

A position cccupicd by an employce on extended U0 may be

#i1led by a teuporary apneintment. ~In such instance, the office

showld submit a separate Forn 37-3 requucting "Establishment of a
Temporary Identical Additional fosition", stating the reasons under
tRenarks®.  The 1crsonncl Division will take appropriate action to
£411 ‘the temporary position. The femporary incumbent of the position
must be rencved by reassipnuent or términaticon by the offective date
of the return to duty of the regular incumbent of the pesition.

8. CEILINCS

in individunl on oxtended L.OT, sixty (60) days or over, will
not be charged against the Icrsomncl Ceiling of the office cencerncd.
However, an cployce tesporarily filling the position of on employee

on extendad T70I will be charged apainst the celling.

TOR. THE DIRECTOR OF CENTRAL ™ TELLIGENCE:

Txeculive Tor icrsonnel
and Administration

ATTACHNENTS:  None

DISTRIBUTION: A

STATINTL
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CENIR.L INTELLIGENSLE GROUP
Vlashin:ston, U, G,

23 April 1947

Gricvances and Conplaints Frocedure

BFFECTIVE UNTIL 1 JUNE 1947 UNLESS SOONER RESCINDED

These instructions set forth the principles and pro-
cedures to be applied in the fair and equal handling of employee
complaints and grievances in the Central Intellipence Group.,

1.

-tlon under this procedure, Réquests and inquiries wnich do

SCOPE
The.provisions of this procedure apply to CIG
‘persennel in Uashington and in the field.

LEGAL AUTHORITY o

Fxecutive Order No. 7916, dated 2l June 1938, provides .
that the Personnel Director shall establish a Griovance
Proccdure, subject to the approval of the hcad of the

agency and the U. S. Civil Service Commission. The

Director, CIG, and the Civil Service Commission have

approved the procedure outlined herein.

INFORIATION TO PERSONNEL

It is the responsibility of Administrative officials to
thoroushly advise supervisory personnel of all provisions
of' this procedure, and to insure that all personncl are
fully inforned of their rights and nrivileges under these
wrovisions,

DEFINITIONS

A complaint or grievance is usually an employee's
cxpressed feeling of dissatisfaction with respect to his
day-to-day work relationships, working conditions , Or
status of wiployment. It may be introduced orally or in
viriting.  Such problems or misunderstandings arc personal
to an individual employec, and their solution usually
affects only the particular employce involved.

Problems affecting gencral vorking conditions or matters
which have broad application, involving general policy or
administrative practices, are not appropriate for considera-

not fall in thc category of gricvances, should be .referrcd
to the employce's immediate supervisor.e In all cases,
decisions and rcasons for action taken should be given the
erployce promptly and in sufficient details

CIA DPa-ie‘{qbfzéRoom000‘4'0027-1
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5. POLICY :
a) It is recornized that dissatisfaction on the part of
erployoes nay arvisc.  This procecurc is intended to provide
and outline a standard outlet for such problems, and to pive
omployecs an opportunity to scek adjustment of any complaint -
or pricevance without restraint, interference, coercion or
reprisal.
b) Scparate proccdures ars provided in CSC Rules and Regula-
tions for apnecals of efficiency ratings, decisions on the
classificatien of positions, involuntary scparation during
probationary or trial periedsbased on inability to perform
the required dutics, and decisions on administrative actions
involving suspensions, involuntary scparations and rerovals.

6. APPLICATIONS OF PROCEDURE ;
z) This proccaure applics to complaints and griovances
vhich are personal to an employoec.
o) An employce who has completed his trial or probationary
period and is being soparated for incfficiency, will have
the richt to appeal under the Appeal Board Grievance
Procedure. '
¢) Buployees who aré terminated for cause, such as
delinquency or misconduct, may exercise their right to
‘appeal such removal under the Appeal Board nrovisions of
this Procedure.
d) An employec may not use the Grievance cr Appcal
Procedure as a delay in the application of administrative
action or deccisions. This does not prcclude hearings '
‘hich wrill be affordcd an ommloyee prior to disciplinary
action or administrative decision. Such hcarings are
separate and apart from the appeal rights of the Grievance
Proccdure.
¢) Brplojecs against whom complainis or pricvances are
brought, shall be given the same rirhts under this Procedure
as thosc accorded the employee originating the complaint or
grievance.

7. STEPS .\ND CHANNELS
a) 1n order that prompt solutions of complaints and
grievances may be given, the following table and steps in
the Procedure are established for chammcling gricvance
natters. It is assumed that intermediate supervisors
¥ill be consulted and informed rclative to action on cascs
involving employees under their gencral jurisdiction
b) First Stage - Immcdiatc Supervisor; :
Second Stape - Branch Chiefs
Third Stage - .issistant Director of Office; and
Fourth Stage - Director, CIG
¢) First Stage - Inmediate Supcrvisor
The empioyce should first and aliays take up with his
immediate supervisor, orally or.in writing, any
question, grievance, complaint, misundcrstanding, or
similar difficulty. He may be accompaniocd by an
employee from hiz om-office who may serve as witness.

IA:RDP81-00728R000100040027-1 - -
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! ' or -3=- o

' ‘ The suncrvisor vill alley the erployee td statc his case i
fully and %11l promptly and objectively investirate the
situation. .\ bricf record of the casc will bao kept by the
irnediate supervisor for his oun information and for
possiblc reference should the matter be referred to higher
authority.
d) Sccond Stare - Rranch Chicf
Iff the matter is not aujusted to the umployce's satisfac-
tion at the first stage and the crployce desires to appeal,
“he ghall submit his case in writing through his irmediate
swoervisor, who will forvard the original to the Branch
Chicf, and a coprr of the appcal to the Chief, Porsonncl
Division, CIG. The Branch Chief will fdive the erployee full
opportunity to explain his problen personally. The employce
may be accompanicd by not. nore than two CIG cinloyces of his
ovil choice who may be heard as witnessocs.  The Branch Chicf
will obtain all pertinent facts in the case by consulting
with other persons concernczd or haviny knowledge of the
circumstances. 4 written rocori will be naintained by the
Branch Uhief, including a statemont of the pricvaence, the
names of persons concerned, the hanes of those with whom the
natter has been discussed, =z summary of findings, and a
statement of action taken. The crployree will be informed
in writing of action taken at this level after full con-
sideration has been given the casec. . corplete casc record
will be forwarded to the Chicf, Pursonnel Division and
to the Persomncl Relations Scetion, Porsonnel Division.
¢) Third Stage - issistant Dircctor
If the matfcr Has not boen sotilod to the satisfaction of
the cmployee at the sccond stage, he may address an appeal
to the .issistant Director, CIG, in the Office cencorned,
The rcquest will be forwarded by hand throush the Branch
Chief to the Chicf, Firsomnel Division. The Chief,
Fersomnel Division, will forward the apneal and case
records to the .dssistant Dircetor of the Office. The
employee's appual will roquest that an impartial idvisory
appeal Board bo cstablished to hear the case s and will
state the name of the person he sclects for Eoard licmber.
Upon receipt of the request, the Assistant Director of
the Office will name a Lenber to the Advisory Aprieal
Board and will irmediately netify the Chicf, Personncl
Division, of his scléciion. The o licmbers named will
agroe -on, and appoint, a third iiember, notifying the Chicf,
Fersonnel Division of such secloction, If ‘an agreenmcnt
cannot, be reached as to the sclection of the Third Limber,
The Chief, Fursonnel Division, who automatically serves ag
Chairman of the ..dvisory appeal Board, but in a non-voting
capacity, will sclect the third Liember to thc Board. .The
Board, thercfore, will consist of four licmbers, three of
which will have voting status. vembership will be restricted
to employces of CIG. The Chicf, Forsonnel Division, will

i maintain absolute impartiality in his service on the Board.
i His responsibilitics are to advise the ‘Board as to proper

proccdure and regulations to seu that proper records arc
maintained, and to insure cxpeditous handling of the matters




Approved For Release 2003/01/27 : CIATIl\*DPi81-00728R000100040027-1 i

The Chairman, will convene the Board, which will investigate
the case promptly, revicy all partinent papers and hear all
persons, or receive such gvidence as the Board, by najority

| vote, deternines necessary. A1l Liorbers and the amployee will
i be proesent when a hoaring is held, and the enployee will be

) : P ‘ s s & )

| : glven anple opportunity to presunt his case. He nay. be

accompanicd or represented by not more than two cmployces of
d ) ) his omm choice from CIG. The wmployee vill notify the Chairman
ol the Board in writing of the names of such reproscentatives
prior to-the time of the hearing.  The Chaimian of the Board
will make necessary arransements for the complate recording
of all proceecdings for administrative uso. Upon request,
§ this report will be made aveilable to the cmnloyce. i
; ' written report, signed by the three Lombers and certified by
the Chairman, including a statencnt of findings and
recormendationg, will be submitted te the Assistant Dircetor
i of the Office, but will give no indication of individual
! opinions or recommendations. If a complote agreenentocannot
i be reached, a majority decision will be binding., The
Assistant Dircector of the Office will render a prompt decision
! and will inform the employce of such decision in writing. If
o the employee is dissatisficd with this decision, he may appeal
to the Director, CIG.
f) Fourth Stage - Dircctor, CIG
The employce will forward his written appeal to the Directer,
CIG, following thu same procedure as outlined in the third
stage. The Chief, Persomnel Division, will act in the some
capicity as outlined in the third stage. The Dirsctor will
; nake a careful and impartial review of the records. If
] h.arings are deemed neccssary the cmployee will be heard
: and may have representation..  The written doeision of the
Dircetor will be final and the case will Le considercd
: closcd. Complute records of the case in all stages will
be maintained in the Porsonncl Relations Section, Personncl
~ Division.
: : g) Conduct of Appcal Boards
appeal Boards will conduct mectings in an ordurly and
informal manncr.. They will not function as a Jjudicial or
trial body. Jppeal Boards will be cstablished For the
purpose of advising and assisting the appropriate authority
in rendering a fair and unbiased docision bascd upon '
informalion and facts, and to advisc the proper authority of
findings and recomuendations. The employces and witnessoes
- gy be subjuct to questioning.  However, "cross-examinations!
‘nd technical "objection" to testimony by Board Lembors will
mot be tolerated. - A1l procecedings relstive to the Gricvance
"Brocedure will be carried out on official Government time and
during the normal work dey.  ‘Schoduled time off will not
be granted the employce or his fellow=-workers to prepare his
CUSC.e ; : )

CIA-RDP81-00728R000100040027+1
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h) Time Limitations ~
Decislons at the first stage will be rceached within threc
working days; at the sccond stage in not more than six
vorking days; at the third and fourth stages in not morc
than ten days cache. If for any reason the decision is delayed,
the employce will be notified in writing of the delay, rcasons
for the delay, and the decision date. An employee will be
allowed ten working days to appcal the docision rendered at
the first, sccond and third stages. n o appeal of separation
or reroval will be made within five working days from the
time of the cmployce's receipt of the official notice of the

action. .

i) Expense and Travel

) Travel or any other expenses which the employce, his repre-
P sentative or witncsses, right incur in conncction with
attendance at hidrings granted at the omployce's reguoest, will
not be borne by CIG. Annual leave, leave without pay, or a
combination of both will be granted for actual travel tine

by any CIG employce involved in the cases '

8. GENER.L .
If gricvances or corplaints arc submitted which arce not in
accordance with this procoedure, the proper authority will
i . advise “the employee as to the proper procedure and approved
! provisions, and inform him that CIG requires the application
' of the Procedurc in the interest of elficient, prompt and
systamatic handling of crployee problems.

: STATINTL
b - FOR THE DIRECTOL OF CENTR.L INTELLIGENCE:

Executive for Personnel
and Administration

ATTACHIENTS: - None

DISTRIBUTION: A
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CENTRAL INTELLIGENCE GROUP
Washington, D. Ce

MELIORANDUM ‘ 18 April 1947
NUMBER

v

SUBJLCT: Fodoral Works Agcnoy Property Passos

EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED

l. A Fodordl Viorks Agoncy Proporty Pass will ‘accompany tho movo=-

ment of all public property from and among the various buildings
occupicd by this Agencye. Building guards have been instructed to
roguire that o signed F«\/.A. Proporty Pass be obtained prior to the
withdrawal of ony oquipmont from a buildinge. The procedures outlined
herein rogarding the issuing of Federal Works Ag goncy Property Passocs
will bo adhored to by all concerneds

2, DRosponsible individuals in the various using officos desiring

to offecot o transfor or withdrawal of proporty from any building will
coordinate the contomplatod movement with thoir rospecetive Branch
Suprly and Proporty’ Officor. Aftor the nocessary transfor doouments
have beon initiated, tho Branch Supply ond Proporty Of ficor will
forward o signod momorandum to tho appropriante office or individual
indicated in Perograph 3 bolow requesting that a Fe.WeAs Property

Pass be issucds This memorandum should be preparod in duplicate and
one copy should be retainced by the Branch Supply and Property Officare

3« Tha Chief, Property Control Scction, Sorvices Division, P & A,
is rosponsiblo for the coordination and control of all proporty
transfors within this Agency, and is therefore charged with tha
igsuing of all F.W.A. Proporty Passcs. Iowover, to expedito tho
movement of oguipment, the individuals listed bolow are authorized
by the Chief, Proporty Control Seetion, to 1ssuo property passes for
all the Dulldmg indicated bolow:

Building Room

STATINTL
North ) ;
South ) 235 South Bldg.
Central ) 235 South Bldge
ﬁditlinistx'ution g ‘ h 235 South Bldg.
"

2169 Quc Bldge
2169 Quo Bldge

2161 Mecw War

2161 Yow War
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2210 E 5t., W.W,

41l Buildings
(Cormunications
Equiprment Only)

All Buildings
(Jolivor & Turn-Ins
of Equipment oxcopt
Communioations)

208, 2210 E' St.ji.W.
208, 2210 E Sty N

254 Bouth Bldg,
284 B8outh Bldg,

12-4 North Bldge
,12=A North Bldg.
12-A North Bldg,

4 Proporty pnsses will not Bo issued until o writton request is roe
coived from tho Branch Supply and Proporty Officore. Tho individuals

dosignated abovo will maintain a file of

those requests to be forwarded

%o the Proporty Control Soction at tho ond of ‘each month,

FCR TE DIRECTOR OF CENTRAL INTELLIGENCE:

ATTACHUENTS:  Nono

DISTRIBUTION: A

Exooutive for Porsomel

and Administration
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SENTRAL INTELLIGENCE GROUP
“lashington, D, C,

HENORAND T : i

L april 1947 4
25X1 NUSBER [ | , ~
"SUBJECTS Activation of Special Distribution Unit, Central

lecords Section
ESTECTIVE UNTIL 30 JUNE, 1947 UNLESS SOONTR RESCINDED

' 1. Supplementing instructions contained in CIG Administrative
25X1A ’ Order bissued 30 September 1946, CIG activities are
advised as followss : -

(a) The Special Distribution Unit, Central
Records Section, has been activated and is
. located in Room 303, South Building,
2430 E street, N, 1, ‘

(b) The function of this unit is. the handling of
all Top Secret material received or dispatched
) by CIG, and it is essential that all such
25X1A : ma.teri‘al be processed and controlled by this
) unit, except as provided in the Top Secret
Control Procedure as contained in the CIG
Security Regulations,

FOR THE DIRECTOR OF CENTRAL IUTELLIGENCE:

Deputyl—r—oworve—Tor—Trersonme T
ond Adninistration

ATTACHENTS:  lone
. DISTRIBUTION: &
. RESTRICTED

B 5‘43)’




T : o1 ‘ 0100040027-1
e ‘Approved For Release 2003/01/27 : CIA-RDP81-00728R00

A

-  RESTRIGTED

CENTRAL INTELLIGENCE GROUP
{ . Washington, D. C.

. MELORAND'| 1 Lo -~ boaprid agly
NUBER [
X1 .
ps SURIECT;

Activation or Speci

al Distribution Unit, Central
Records Section

EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONR RESCINDED

| S 1. Supnle ting instructions contained in ¢1g Administrative
1 25X1A Order issued 30 September,l?bé, CIG activities are
i . adviséa as ollowss

(a)  The Special Distribu
Records Section, hag
] located in Room 303,
‘ 2430 B Strect, v, ‘1.

i

tion Unit, Central
been activated and is
South Building,

(B) The function of this unit ig the handling of
all Top Seccret material received or dispatched
by CIG, and it is essential that all such
material be Processud and controlled by thig
unit, except as provided in the Top Secret
Control Procedure ag contained in ‘the CIG

- Security Regulations,

j FOR THE DIRECTOR oF CENTRAL INTELLIGENCE:
j ,

25X1A

Deputy. ‘mxeewtive Tor Personnel.’ S
. - and Adninistration

ATTACHNTS:  Tione

DISTRIBUTION: 4 "

RESTRICTED

 (sk3)
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T‘é QENTRAL INTELLIGENCE GROCP w
‘ vashington, De O

11EM ORANDUIL 27 March 1947

"HUMBER

SUBJ{ECT: Lfficiency Rating Progrom
EFFECTIVE UNTIL 1 JUNE 1947 UNLESH SOONER RESCINDED

(NOTE: C.I.G. MUMORINTUI NO. [ JwoT GIVEN REGULAR DISTRIBUTION =
O Al).L SUPLTVISORS, ADMINISTRATIVE AND RATING OFFICIALS
ONLY

1, Purpose. The purpdse of the momorondun is to inform you in @
pencral wey, of the Efficiency keting Progrom of CLG and to outline
the ndninistmtive_i‘rame\'mrk within which the progran will operate.

9. Referencecs. References rolating to the "Uniform Efficiency kating"
aret .

fne Section 9, Clagssification hct of 1923 as amendéede

v, 0SC Efficiency Reting Menunl, amonded liarch 15, 1944.

ce 0SC Rating Offieials Guide, June 1945, '

d. 08¢ Federal Personnel lianual, Chapter I 1, Mupust 7, 1945,

s, .Covorapes The uniform efficiency rabting systen promulgated by
the Civil cervice Cormission lepnlly applies . to all employees peid
under the cormensation gchedules contained in Seetion 13 of Classifi-
cation Aot of 1923, as aomondede Accordingly, this roting systen
applies %o all Civilion Employees in CIG {n ‘ashington ond the Field.

- in employee 1is not exoepted from this systen becsuse of part time or

temporary employment or becouse of type of funds from which poaide
4o Policye

a. The sccomplishments of CI1G will be determined by the mennef in
which each employee performs his assigned futiess Fop this reason,
14 is importent for CIG to know how well each employee ig sceomplishing
his specific taske : - :

b. The ef ficiency rating sy* tem, if properly and uniformly applied,
will determine the effectivenest Jf each employee in carrying out his
duties as & part of the mission of CIGs It is, therefore, the responsi=
bility of every representative of llanogement to apply the ef ficiency
roting system in sccordance with approved rerulotionse

c. Ipformation cooured by the systen also provides on indication
as to the need for employed utilizatiocn, informaticn for reassigaments,
transfers, promotions, démotions, troining and - employee relation
aotivitiess

d.. Efficiency ratings agsist employees b nroviding them with in=-

" formation on how well their job or work is being performed and where

’their worle is deficiente’ An -gmployee who kiows his worl is being

(¥79)
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ovalunted, strives to nccomplish more and better worke. A recorded
evaluation-of his worl is a protection ngninst unfair actien, whether -
1t be dellberate or causad by inndequate informations Furthermore,
the efficlency roting process gives the omployse nn indication of

hls progress upon which his ndvoncemont dependsse

as  The uystem provides caoh .supervisor with o tool which will

point out the inndequacies, weslmessos ond failinrs of employees as

well ns the desirable and outstnndmfr, qualitios and performanccs of
tha employeose .

. B¢ Administration of tho Efi‘icioncy Roting Systema

- oe Responsibility. '"he Dlreotor of Central Intelligonoce is re-
quired by law to rate the effiecioncy of each omployce who is subject
to the systeme The Diroctor has delegated this respongibility to the
Chief, Porsonnol Division. Tho Porsonnol Relations Scotion and the

Efficiency Reting Committoa hove been given the rc.mons:.bil:.fv {or
ndministering the programa

ba Members‘lin ond Functions of the Efficiency Rating Fom:nlttee'

(1) The CIG Corﬂmittw has been designated by the Dlrector,
ond the mombership is as follows:

‘ This Committee will serve in a staf’f capacity for the Director
and the Chief, Pursonnel ™'vision, and will be primarily concerncd with
generul. efficicney roting ol cics and with the coordination of the
program throughout CLG., Bru iy, tho rosponsibilities of the Committee
ares.

(u) To net for thoe Dlrcctor in ﬁpplyin, the efficiency
roating systcme

(b)  To insure that uniform standards are applied through-
out its" jurisdiction.

(e) To ndvise and assist administrative and supervising
officials in.dotermining performence roqulrements
and training progranse. |

{d) 1o assist reviewin offz_oials and others regarding
roting procedurGSm

(&) To review cnd approve indlviduul roting sheets for
propor narkings.e.

RDP81-00728R000100040027-1 -
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(f) To hear end detormine appeals and rocormendations
of ratings originally approvod by the Committoees

(g) To see that ratings are mado when dues

¢y Efficienoy Rating Officer. An efficiency rating officer
nppointed by the Assistont Direetdr of ench office will, with the
assistance and guidance of the committee and the Efficleney Rating
Tecnnioclen, assigned to the Personnel Relations Soetion,. implement
the rating progrem in ench Offices -He will encourage supervising
officinls in setting performahee stendards, conduct supervising
training prograns and in the selection of clement patterns mnd re-
view initial and eppellant ratings to Insure uniform opplicntion of
the systom within thc Offices of CIG.

de DRoting Officidle The Rating Offiainl will bo the person immedi-
ately responsible for the work of the erployce (first porson in duthe-
ority whe has supervisory responsibilitics)s. The Rating Offieial will
make tho initial evaluation of porformanscs

es Roviowing Officiale The Reviowing Official will bo the super-
visor highest in line of authority above the rating official who has -~
personal knowledge of the employee's performonces Ho may, upon review,:

~approve or revise the ratings after conforrln[* with roting offio:.als

and any irtermediate supervisorse

64 Types of Ratings,

oo, Officinl Rotings.

(1)  Official regular ratings are prepared annually as of
March 31 for all employccs who - on that dute arc not serving probational
er triel period and who have worksd in CIG for ot least 90 calendar
days during the ratlng year in the classification grade held on March 3ls

(2) official Probational or Trial Period Ratings are to be
made 60 days buforo the ecloso of the cm.hloy(,e'c nrobational or trial
reriods :

be Offiéial Spceial Ratings. . Generally, an officizil,specinl

‘rating is mode whenever the employec has no official roting of record

as of the latest 31 March date or any date thereafter nnd o current

_official rating is nceded for periodic within-grade salary incroase

determinetion’y ~An official speeianl rating is made in conncetion with
o reduction in foroe when thero is no. offieial rating on recordy Such
rating {s officisl for all purposes for which it is anproprmte, oven
though it is bn..od on less than 90 doys!: serwiasce

Ty Administrntwo-Uno“ficial. Administretive unofficial ratings
arc prepurcd to provide supplomentary records of porformonce for
adninistrative information cnd use,

e T i 20
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Te Notica to Employooss Aftor approval by tho Efficioncy Rybing
Committoe, every employce shall be notificd of his official rating
on Standard Form 68+ All notices will be relensed Timulicnoously
on o dote desipmated by the Efficicney Rnting Committee, but not
loter than 29 Mny, Copies of Form 68 will not be made for filing.
However, the date thut tho notice is givon the employoce will be
inserted on Standard Form §1 which will be £iled in the employce's
personnel folder, ° : ‘

8 Eff'iciency Reting Ap‘peals‘- Thers arc two general types of appoals,
administrative ‘and statutory. ‘ :

as Administrative appeals will be those conducted wholly by and
within CIG, and will be heard and decided upon by the Efficiency
Reting Cormittees An employce's usc of the administrutive appeals
procedure, which will be developed, will not preclude or projudice
his right to appeal to the Statutory Board of Review.

be Statutory appeals will be conducted by the Efficiency Rating
Board of Review for CIGs The chairman of this board will be designated
by the Civil Service Commissions One member will be selected by CIG
employees and the third by the Direotor or his designntes The ‘statutory
appeal will bo conducted in acoordance with Civil Service Commission
regulations and procedurcs, -

. FOX TIE DIRECTOR OF CENTRAL INTELLIGENCE:

Executive for Personnel
and Administration

ATTACHMENTS: Nene

DISTRIBUTION: To All Employces of CIG

STATINTL
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a ' © cory np._ 50

- 25 October 1916 ' v

CENTRAL INTELLIGENCE GROUF -
C. I. G. ADMINISTR.TIVE ORDER NO l:| e -~ STAT
ESTABLISHLENT OF PROJECTS REVIET COLIITTEE '

1. Purpose: In order to provide for adequate advance planning; proper
control of funds, and utiligation of personnel, all new prOJectu undertaken by
the Offices and D1v1910ns of CIG w1]l be submitted to the Projects Review

Commlttoe for approval prior to activation.

2e Commlttee Memberships The Projects Review Committee shall consist

~of the following:

as Deputy Director - Chairman
be Executive Director - Liember
Ce Assistant Director or Staff - liember
Division Chief Sponsoring
Project
‘d. Fﬂscal Advisor, detailed from - liember

Finance ‘Division, Personnel -and"
“Administrative Branch, for Assistant
Director or staff Division Chief
Sponsoring Project. '

&s Chief, Advisory Council =Secrctary

3. Project Procedurs: The_Assistant Director or Staff Chief having
primar& interest in z new project‘will carry. out thé,following’procedure'
- a. Secure ba51c approval of thc proposal from the Chief, Inter-
departnental Coordlnatlng and Plannlng Staff' except 1n the
deb»Of Spe01al Operatlons, baszc approval will'be obtained
‘from the Dlrector or Deputy Dlrector.

E-_.Prepare project proposal in triplicate to be submltted to the
L =l - S .
L ; = .,»Nmfg
0g . REV' DATE _%@
omg cowp Z0. _wh'S Tl

ong nuss _L PAGES _3__. pev cass L
JusT NEXT MV . AU B2 102
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Committec and to include the following informations
(1) Scopé of project (In the casc of Special Operations,. this
will ;nly be in such detail as sccurity will permit).
(2) Urgency of completion, to include time reguired to activate
and conplete the project.
(3) Type of funds required (i.e. vouchered or unvouchered) .
(hj Estimated cost, to include the following: ' :
(a) Number of personnel and 'salary rates. ’
(b)  Special equipment. .
(c) Travel. .
(d) ‘Communications,
(e) Housing.
(£) Opefational Supplies.
A - (g)  Any wmusual logistical requirement.

(5) Succinct statement in defense of the projoct.

N L. Committee Frocedurcs: .

. a. . The Committec will mcet at the‘cail‘of the Chairwman, and after ;
proper consideration has been given té‘the proposal,'shéll take %
the followiﬁg action: |
(1) Approvc project in the name of‘the Director.

(2) ipprove project in the name of the Dircctor, with such

exceptions as are determined by the Cormittec.
(3) Disapprove project. Disapprovals of projects in cach
instance ﬁill be reviewed by‘the Ditrector, and final

action of the Cormittce will not be effective wntil the

Director's concurrence has been obtained. . .

4 . e ) . . oa
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(

) The action teken by the Committee will be ‘prepared by ‘the .I
Secretary and approved by ‘the Cha.irman.v Copieé of such
action will be distributed as follows: |
(a) One copy to CIG activity sponsoring projAect."

(b) One, copy.to the Executive for Personnel. and
x\glministration. |

(c) Onev copy rctained in the file of the Sebretary to.the
Conuni‘otée.

rals

‘9. Gene
General:

20

The Executive for Personnel and Admiqistration‘v‘d.ll not honor
requests for i‘undé or }personne]'. until final approval of the
Projects Review Committee has been ébtained.

Trojects in existence prior to 1 Noﬁember 1946 are considered
tc; be approved by Committe action, but will be subject to

review at such times as the Chairman of the Committec determines.

FOR THE DIRECTOR OF CENTR.L INTELLiGE‘IJCE:

Depuvy—mroo=v=
and Adirinistration
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Washington, D. C.

. /
CENTRAL INTSLLIGENCE GROUP %& /\/‘) f\\ ;
y»%m

. N
L e 12 March 1947 | SR
- STATINTL ‘ ‘ i ? :
[STA o m&om\rmum v v ’{9 v
STAT | oo
P uUBJ;ﬂCT‘: Rescinding C.I.G. Administrative Order ll:l
EFFECTIVS UNTTL 30 June 1947 '
Ll CeleGe Admlnlatratlve Orde bated 10 September, ' ‘STAT
1546, Subject: "Organization a[;:;;;;;qnel Reports" is . ‘ :

hereby rescinded, effective this date,

FOR THi DIRZCTOR OF CaNTRAL INTELLIGENCE:

‘Executive for Fersonnel
and Administration .

- ATTACHMENTS:  None .

'DISTRIBUTION: A

- STATINTL

RESCINDED FER CIA GENERAL CRDES :| )

Y

, EFWDCTIVE 30 TUNE 1947, cIG MEMORANDA WILL REMAIN IN FORCE UNTIL CANCELLED OR
© SUPERSEDED e TRy

-00 7 28R000 1 00040027 1
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; " CENTRAL INTELLI GINCE GRQUP
Washington, D. C»

S ‘ '11 HMarch 1947
e : MEMORANDUL
25X1 weml ]

SUBJECT: Allotment and Control of CIG Funds

EFFECTIVE UNTIL 30. JUNE 1947 UNLESS 'SOONER- RESCINDED
le GENERAL

The Finance Division, Persomnel and Administrotion Byanch,
is responsible to the Director of Central Intelligence for thé
financial control of all CIG appropriated funds in accordance with
statutory requirenents. The FPinonce Divisicn will prepare and sube
mit all required financial shutements to proper agemcies of: the
Government- :

i

2+ BASIS OF ALLOTMENT

8¢ The Chief, Flnance D1v1s:Lon v.rill, after consultation
.~ with AssisBant Directors and Cpiefs of Sto.ff‘ Sections, determine,
\ within budgetary limitations, the routine fiscal needs of each
' Office or Staff Section that will enable these units to carry out
functions assigned by the Director of Central Intellirence. After
‘ : ‘this determination, the Chief; Finance Division, will allot funds
~ ) to each activity on a quarterly basise. :

! - : . b Funds for projects requiring action of the Proger-ts =
42§5X1A Review Cormittee will be allotted in nccordance with the .provisions

- v of CIG Administrative Order | | "Establishment of Projects ‘
Réview Committee", dated 25 October 1946. :

3+ ALLOTMENT ACCOUNT PROCLDURES

. " ge The Chlef Flnance D1v1s:|.on, will furnish éach
Iv-sistant Director’ or Chlcf‘ of Staff 3eoction with an allotment
cuthorization for his activity. This authorization will include
amount’ of funds uuthorlzed for ooch puUrrose’ (neruonul services,
travel, equirment, Suppliés, cormunications, etc.) and the oo
ullotment account number. ’ ' . - RIS

v

b.‘ Admlnlstr'\tlvo actions such s requests for supplies,
travel, porsonnol actions, etce, which involve' exponditure of funds.:
will include the allotment account nunbcr of the cetivity maling .
the requast.

RESTRICTED

i 339) "
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c. The Cnief, Finance Division, will, ona monthly
basis, inform each activity of the status. of its allotment - *
aceounte This report will include amount allotted, ‘obligations
and expenditures to date, and remaining unobligated belances

4, TINCREASED ALLOTMENTS
Reqﬁésts for increases in quarterly allotments _(Par. 28
above) will be submitted through the Chief, Finance Division, to

the Director of Central Intelligence for approval, ' This request
will include the necessary justification for such increasess

<

" POR THE DIRECTOR OF CENTRAL INTELLI GENCE:

Executiva for Personnel
and Administmtion

ATTACHMENTS: None

DISTRIBUTION: A _ o . .

KBSTRICTED

 CIA-RDP81-00728R000100040027-1
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CONFIDENTIAL

. ~« b
2K CENTRAL INTELLIGENCE GROUP . ’QA/

Waghington, D. Ce
o, “:‘ " i f ey g
J ) A S 4! - /_r// " /} R .
I{E}-:[ORANDT" ’ 26 February 1947 W Vﬂ T .

NUGEER |

p ~ . ) ~ b 2
P o _ SUBJECT: CIG - TELEFHOWE DIRECTORY ?)

] EEFECTIVE UNTIL 7 LARCH 1947

N L. " The Am:L>tanL Dlz"cc'torg, the Chief, Ln‘oor-

Poow R departuental Coordinating and Planning Staff, and the

i ) . Ohiefs of ‘the Divisions of the Fersomel and Admin-

istrative Branch are requested to prepsre a corrected
copy of the 0IG Telephone Dircctory, indicalting
corrections as to name spelling, room numbers, and
telephone extensions :.nd ad: htlon of personnel who
viere ovnitted.

2 Corrected copies of the directory should

he forwarded to the Chief, Comrmnications Division,
250 South Building. It is presently planned to issue
i , a new directory on or about 1 April 19,7, and

~ . ) corrcetions should be forwarded to the Communications -
Division not later than 7 tiarch 1547,

. R 3e It is a.lso reques tcd “that up to date lists of !
8 . i N [
[ o names and home telephone numbers of CIG personnel pe

L ‘ o furnished the Chief, Communications Division; at the -

R .

!

carliest possible date.

FOR THE DIRECTOR OF 0 NTRAL INTE LLIGEIWE:

xecutrve {or Fersonnel
and Adninistration

“Attachnents s None

- Distribution - A

R ; (as2) CONFIW“VTIAL S o Finis
| EFFECTIVE so JUNE 1947, oI IEMORAUDA UAVING BEEN RBCINDED ARE WOT FFPLCTIVE
‘ S , - AFIER 1, JULY, 1947

r
i
l
l
l-,
I
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CENTRAL ' INTELLIGENCE GROUP
Washingbon, D. C.

. MEL{ORANDULL . : 20 Fobruary 1947
NUMBER oo :

SUBJECT: Porsonﬁcl Relations Policios

.

EFFLCTIVE UNTIL 50 JUNL 1047 UNLESS SOONLR ICSCINDED

1. GUNDRAL

&« It is the policy of the Cential Intelligence. Group to
develop and mointein good cmployce relations as arn important
and neecssary part of its persomal programs. The Persormcl
Division, Pecrsonncl and Administrative Branch, is charged with
tho rosponsibility of promoting pood rolationships among tho
operating officials and the omployces of CIG.: As o part of
- manegemont, the Porsonncl Division is vitnlly concornod with
tho dovelopment of constructive doy to day work rclationchips
to the end that such working conditions and rolotionships will
onhance morale ad officicnceys . oo

be’ CIG is required by law to apply the uniform efficlency
rating systcm as the mothod of ovaluating civilian cmployoes’?

- performance in carrying out assigned tasks. Tho Dirceotor of
Contral Intelligonce is roquired by the Classification Act of
1923, as amonded, to rate the officioncy. of cach cmployec who
is subjoet o theo rating systome The Dirostor has dologated to
the Chiof, Personncl Division, the responsibility for admin- .
istering tho officicney rating program in 0IG, It is the dircot
rcspbns-ibility of cvery representative, of managemont in CIG to
apply thoe principles of the officicney rating systom, as an aid
to ‘good managemont, not ondo a yoar, tut throughout the cntiro
ycar &s provided for -in 0ivil Sorvice Commiszion Regulotions
and in accordance with futurc dircctives to be issuod by CIG.

ce ‘It is tho rogponsibility of the Personncl Division to
‘advise on gricvance matters, complaints dnd relatod nrobloms),
anc to assist in doveloping and asscmbling Information ncecs-
sary to cquitably resolve any givon problems ‘

. de A speoializedsorvico is avhilable to the employces of
CIG In other fields such os housing, finsncial matters, group
hospitalization, income tax assistanco, mnd other welfaro
activitics, :

'('184)
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2. FUNCTIONS_OF THE PERSONNEL RELATICNS SECTION

It is the specific rosponsibility of the Personnel
Relations Soction of the Porsonpel Divigion to:

"~ 8e Adviso and ossist managoment in the formuletion snd

~application of policics dosignod to improve and maintain good

working” relationships.

be Encourage and promoto the ostablishmont, cnd use of
dofinito means of communication and chemnols of information
botwoen monagement and other cemploycos,

Se+ Establish officiency rating policies in CICG within
the framework of tho uniform and compulsory cfficicney rating
system promulgatcd by the Civil Service Commission, and to
insurc that Efficioncy Rating Committoos arc cstablished end
that thoy carry out thoir rosponsibilities in on oquitable
moanner. S

& Bncourago udministrative and éuporvisory officials in
tho devolopment of performanco and "job" requirecments and %o
coordinate the officiency rating program with all othor por-
sonncl activitios,

A

ov Advisc Efficicncy Iating Committoos regarding propor
‘procedurcs and regulations, and to administer appollant pro=-
cedures, both administrative and statutory.

f+ Rendor asgistance to cmploycos as necdod, including
counselling, intorim and pre-cxit or oxit intorviows.

£e - Act iIn a staff and advisory enpacity to mancgement wnd
amloyocs in the hondling and disposition of griovancos, com-
plaints, end related nroblems. i

he = Ald management in developing ond meintdining harmonious

" relutionships with omployco groups and orgonizations,

ie Conduct .speeial studies on matters of disecipline,
griovincos, absentooism, and othor probloms, and to rocommond
ond ndvise .on remodial proprams or measurcs whoro ncedode

je . Bc responsiblce for the Groun Hospitalization Program
< pons . ; I B

‘within €IG, and furnish acvico and assistance to sub-troasurers

throughout - tho agoncy.
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Se  FUTURE INIOATION

Tho above stotements constitute tho gonoral fuhetions and
rosponsibilitios of the Personncl Rolations Saction, Fersonnel
Division.. Additional information concorning spocific phascs
of the Program involving prosedure, forms, and tho rolation
of the Program to operating officinls, management, ond -
individual employees, will ho dovelopod from time to ‘“time and
will be made available to all omploycos of CIG.' ' o

4o ASSISTANCE AND INFOIMATION

Requests for gssistance or informetion: regerding tho policios

or programs. deseribed horein should be dircotod’ to ‘tho Chief,

Personnel Helations Section, Persomnel Division, in Room 118,
North Building, or by'tplophonq on CIG Extunsion !

.

FOR TE DIRECTOR OF CENTRAL INTELLIGENCE:

' EXUONTTIVE TOT Porsonnol
oand Administration

Attachments - None
Distribution - A

(1&)

. STAT
“STATINTL
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CENTRAL INTSLLIGSHCS GROUP .- 1
‘vashington, D. Ce Y SN

HIMERAND S 18 Pebruary 1947
* NUEBR | .

SUBJ&CT: PROC:DURS FOR =@TABLISHMuNT OF ORGANIZATIONAL
. 'STRUCTUR.Y AND PoRSONNuL POSITIONS WiITHIN C.l.G.

SFFSCTIVE UNTIL 30 JU\“ UNLuoS SOON..R RﬁSCINDQD

(NOT:gs- .I G. hmwonmwﬂ.x NO GIVuN LINITuD DISTR.LPUTIOTI - = ‘5.‘i‘, STAT
ARMY OFFIC.RS ONIY) S

1. Act;on by Adv1qor for Managﬂmont

2. In ccordlnatlon w1th tha ‘Office or. Staff Section
concarnad, detarmine functicnal re spensibilitiag, internal
organizational structure, and tentative poultlonb and. grades :
assential to =fficient oporatlons.

b "In coordination with the Chief, Classilication and
Salary Administration Ssction, Parsonnel D1v1sion, P&A
Branch, review tentative grade classifications for pre-
sentation to Civil Bervice Commissior, .

‘co. In cocrdination with the Ghiaf, Finance Division,

- P & X Branch, raview total number of positions recommended
and establish p@rsonnel ceilinvs to meat budget requirements,

.de mtaln approval of the uxzcutive Directer te ten-
tativa Tdbl”q of QOrganization and personnel ceilings and
transmit them to the Zxecutive Tor P : A for 'distribution and

. ‘ furthee a"tlon. ' . .

e Upon rncnlpt oi 1nformatlon of ‘gradns and p051tlons
finally establisliad by the ClVll Service Commission, prapars
final Tablas of ‘Organization and forward them, togsther with
parsonnal cailings, to the HSxzcutive for P & A for appropriate
distr';bution.’; R ' '

Lo Constantly survey the requirements of CeT.Ge act1v1t1ns
and -Tacommand ¢hangas in funotlong, erganizational structure,
and pmrsonnnl nands whnnmvmr noc»ssary.

 EFFECTIVE 5@\:5@-. 1947 ora hmmom\rm\. WILL REVAIN IN F ORCE UNTIL CANumLLED‘{
L _OR SUPERSEDED 5

&l

11""4E:}1A»L_‘»(2ED}315\1|:|_‘_« . sTaAT

- RESCTNDED FER CIA G
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2. Ahction by Ixecutive for # & A: d
a. Distribits tentative and final Tables of Organization
and Pparsonnsl ceilings as indicated balow: '

(1) Three to Office or gtaff Ssetion concernade .
(2) One to Finance Division, P &\ Branch.
(3) Three to Personnel Division, P & A Branch,

b« Requira Finance Division to: (1) .-Coordinate with
AdvisSer for Management in astablishing parsornel ceilings
with budget limitations; (2) ‘Istablish such procscuras as
may bs nacassary to maintain a budget check on position
control by Parsonnel Division. '

Ce Raguire Parsornal Division to:
(1) “TSstablish recommanded gredes and positicns with
Civil Sarvice Commissiche . :

(2)  Coordinate with Offices and Stalf S=ctions to .
procurs authorized psrsonnal in accordanca with astablishad
policies and procadur=se e N K

"~ (3) Tstablish and maintain’ position control pro= o
codurss to idsurs that grades established in Tablas of Organ-
igation and total authorizations establishad by prrsonnsl
cailings are not exca~ded. i

3, Action by Assistant Directors and Heaads of Staff Sections: ‘

a, Ccordinate with Parsonnel Division, P & A Branch, in
parsoninel procurem=nt for their activiting, under establishad
policies and procedurnse o

b, Tebablish and maintain internal position control pro-
ceduras to insurs that procursment raquasts do not excrid
grada, and parsonnel authorizations,

~ cs Keep PArscnniel Divisien informad of any ~ssential
pricrity raquirsments for parsonnal procuramants ‘ :

, d. Coordinate with the Advisor-for Management in
astablishing intarnal. functions, organizational structura and
_parsonnzl:raquiramants. :

' Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1
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’

“be  Gomeral.

" No mstablishad runctlons or org,m:.zab:.onal str'ucturns
.\‘-'11.1 be changad without the prior concurrance of the Adv1sor
for Management and approval oi‘ Lhm _,x"cutlvn Dirac Lor'.

b. No Gstabl:..ahhd pnroonnol author'laatlons or CP,L]..LngS
~ will be changsd without prior concurrsance of the Ixscutive
for P& A and Advisor for Iwanag::mnnt dnd aporov;z] of‘ 'bh«a

Ixacutiva Dunctor. : .

-

i

FOR THT DIRZCTOR OF CaNIRAL INTALLICGHNGS:

fgxecitive for Parsomnsl
and \dministration

. attachments = nons

Distribution: A
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'3, ‘RESPOI»:SIBILI'TY_
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-+, JBENTRAL INTTLLIGENCE GROUP
" Waghington, D, C.

C.I.G. MEMORAI'DUM . 11 February 1947

No.

SUBJTCT: Accountability and Reéponsibilify For Property at
CIG Installations (Effective wntil 30 TJune wnless
sooner rescinded)

1. GINERAL
a. Authority

A In accordance with the provisions of U3CA
Title 31, Sections 89, 90, 191, 92, the Central Intelligence
Group, &s an independent agency, is responsible for the
establishment of policies and procedures pertaining to all
phases of property accountihng. L4 complete series of prop-
erty réguletions are in process of publication, and will be
issued to all activities upon completion. ’ v

b. Purpose

This order is the authority for the establishment
of. uniform property records to be maintained and procedurecs
to be followed in accounting for supplies and equipment at
all CIG operating units and installations exdept those
activities under the jurisdiction of 'the Director of The
Office: of Special Operations., Immediate action will be _
taken to comply with the provisions. of this order which are
effective upon publication. :

2. ACCOUNTALBILITY

a. "hccountability" is the obligation of an individual,
officially designated to maintasin a formal record of CIG
property on a stock record wecount. An individual so desige- -
nated by a superior to meintain a formel basic record, show-
ing by itcm the receipt and disposal of bropecrty,-and the
quantity of property on hand, will ‘be rcferred to as an
accountable Supply and Propecrty Officer,

b, 4ny commissioned or warrant officer of the U. 8.
4rmy or MNevy, or any U, S. civilian cmploycc, CAF-7 or

above, may be dcsignated as .an accountable officer for

public property under the Jurisdiction of this agency.

‘8. "Responsibility' is the obligation of an- individual
for the proper custody, carc, and gafckceping of Government
property Cntrustedjto his posscssion or-undcr his super-
vision whether or hot a signcd reecipt has beon given.
Responsiblc individuals arc not- required to maintain a formal =
stock rceord account for property in thcir possession, but
. 'the maintecnance of &n informal record of reecipts . and dis-o
~ bursements is adviseble. = - o B L
- - RS
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- b. "Direct responsibility" is used to indicate
the responsibility of an individual to whom property
a8 been entrusted and who is specifically charged -
with its care and safekeeping. o ;

C. ‘ "Supervisory responsibility" indicates. the

‘responsibility which will be exercised by the senior

individual of an installation or unit such as a branch,

divigion, ete., to insure that all broperty over which'
he has jurisdiction is safeguarded, administered and
accounted for. : ‘ :

4. EXPENDABLE AND NON-EXPINDABLE PROPERTY

a. Non-expendable property includes all supplies
and equipment not consumed in use and which ordinarily
retein their identity during the period of use, ‘such &g
vehicles, machines; desks, and typewriters,

t

b. Expendable property includes all supplies ‘ang
cquipment which aré consumed or lose their separate .
identity in use. Spare parts, which are used to repasir
- or complete other articles, office supplics, such as
. stationery, peneils, etc., are considered ecxpendable
items. - S : " B
[T Yor accounting purposcs, non-expendable items
of housckecping equipment and office supplies having a'
unit value of lcss than $1.00 will be considered .expen~ -
- dable upon issuc, and will not. be carricd on the records:
Of the Accounteble Supply and Property Officer, Such.
items include: cups, glass, sponge; pads, stamp; rulers,
wood ;" removers, stapler; trays; glass, ash;-blotters,
..rockcr typc. » —_— Lo : :

5. ESTABLISHING AND MAINTAINING STOCK RECORD ACCOUNTB?iN'”
' WASHINGTON ARFA : T - L T

-,

“8. General

(1) Arrengements will be made by the various
offices and branches in the Weshington Are to

detcrmine the level ot which accountable Branch S
Supply and Propcrty Officers will be appointed.

S
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(2) DNormelly, accountability will be established
at the -branch level; however, this is not mandatory.
The organizational structurc of the office, and its
subordinatc units (branches, divisions cte.),

should be the primary factor in the detcrminatlon
of the accountability level.

E.‘ Establishing Accounts and Account Numbers

(1) After the accountability level has been estab-
lished, officc, branch, and/or division chicfs will
© take immediate action to effect the appointment of
an accountable officer for their respective units.
Individuals designated as accounftable Branch Supply
and Property Officers will familiarize themselves
with the officcs or groups of offices under the
Jurlsdlctlon of their unit. TUtilizing Form 36-13,
the: Brench Supply and Property Officer will: estub-
lish an "Accounts Control Register" (Sample
4ttached) for using offices within his unit.

: (2). TFach office or group of offices will be
assigned an account number by the Branch Supply
and' Property Officer, One individual within the
office or group of offices will be designated as

SR the responsible person for the property issued

([ : %o that account number. .

S. Invcntory Procedure

STATINTL (1) Admlnlstrﬁtlve Order[ | dated 85 . . .
: ’ October 1948, required that an inventory as o,
I of 1 Novcmoer 1946 be used as the basis for :
\\\'f}ﬁ all accountable records. A4ll property within-

S thc branch,. 1nclud1ng gupplies and cquipment
-l in the possgssion of individuels, will be re-
‘ ' fleeted on ‘the records of the Brench Supply
and Propcrty;Offlcer

-(2) Upon4complct10n of thc 1nventory, the

pi *propcrty. on hand in cach account will be listecd
U » on a Form No. 36-7, "chuest for Supplies,

L Equipment or Scrv1cos," (Sample Attﬂched),
“prepared in quadruplicate by the Branch Supply .
and Propcrty Officer. Three copies of Form 36-7
will ‘be forwarded to the - responsiblc. individuel
in each account for checking and.signature, One
copy will be held in suspense by thc Branch-
Supply Lnd Propcrty Officer.

01127 : CIA-RDP81-00728R000100040027-1
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d; ‘Consolidation of Inventorics

(1) When the two gigncd copiecs of Form 36-7
. are returncd by the rcsponsible individuals ,
within the unit, the Branch Supply ond Property
/ Officer will consolidate all the original copics
by itcm. This will constitute the Branch Supply
and‘Propertijfficer's-consolidated ppecning in-
L ventory which will be vouchcred and posted as a
Sy debit to his stock record sccount. The signed
2 _ original copics of Form 36-7 will become sub-
/ vouohers to the consolidated inventory, and will
. be filed as such in the. voucher file under onc
debit voucher number. The signed No, 2 copies:
of Form 36-7 will be filed .in individual jacket
files established for cach responsible person .
after the forms have been posted- by account number
to -the section entitled %hccounts Control' on the
reverse side of the "Stock Control Card," Form No,
'36-14 (Sample Attached). : Lo

(2)  Two copics of the éonsolidated opening in-
ventory will be forwarded to the Chief, Property
Control Section by the Branch Supply end Property
. Officer. S . o S

¢, TForms to be Uscd and Records to be Maintained -

(1) -The stock record sccounts esteblished by
the Brench Supply and Property Officers will De
maintained by item on individunl "Stgck Control
Cards,” Form No. 36-14. The face of the Form
No. 36=14 will be used to maintain a running
bzlance of ‘each type of nonfoxpendable»property
issucd to his unit. This belence will represent.
the Bramch Supply and Property Officer's total
accountability for that item, The rcoverse side
of the Form MNo. 36-14, known cs Accounts Con-
trol,” will be uscd to maintain e running balance
by item of property held by responsible indivi-
duals in each account. The total. of the balence
of the individuel &ccounts on the reverse side
of Worm Mo. 36-14 should equal the quantity = -
shown in the "Balesnce" column on the face of ‘the
"Stock Control Card.” Co T B
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5 ‘ (2) Bronch Supply and Property Officers will

L maintain a "Voucher Register" on Form No. 36-15

‘ - (sample Attached) which will be used %o record
by number the vouchers that are posted as trans-
actions to the "Stock Control Card." 4sfter such
entries have been completed, the vouchers will
be filed in the voucher file.

(3) Individual jacket files will be established
. L iz ‘and maintained for the responsible individuels of:
b o ~ each account serviced by the Branch Supply and
‘ Property Officer. All vouchers representing trans-
e . actions between the Branch Supply and Property
R . Officer and the responsible individual of the
account will bs filed in the jacket file for
that partiocular account =fter said transaction
has becn posted to the "Accounts Control" section
of the- "Stock Control Card." v

£. "Postings to the Stock Record Account

(1) . 4ll non-éxpendable property received from
the Supply.Section, Services Division, or from
“any other source, will be posted as a debit to

the "Stock Control Cards" maintained by the Branch
Supply and Property Officer.

(2) Issues made o individual accounts will not
\\\3 . constitute a credit to the stock record account
Co of the Branch. Supply and Property Officer, but
: ~ will be posted to the "dccounts Control" section
on the reverse side of Form No, 36-14. The :
total aecountebility of the Branch Supply and
Property Officer is not chonged when "Memorandum
- “Receipt" issues are made to individual accounts
~within the wunit,. ' :

(3) . Returns of cx0€35.non-expendable property
. to' the Supply Scction, Services Division, or any
. .other dispositions made in.accordance with in- =
"structions from the Supply Section, will be
posted as a crcdit to the "Stock Control Cards"
of the Branch Supply and Property Officért.

...

0 i b A W
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(4) Txpendable supplies, such as stationery,
office supplies, etc., will not be carrisd on
the stock record.account of the Brench Supply
and Property Officer, nor will they be reflected
on the "Accounts Control" section of Form No,
36~14, Txpendeble Supplies may be rcquisitioned

by the rcsponsible individusl of the using office . ’gf
directly from the Supply Scection of the.Services o
Division.

(5) Non-expendable broperty transferred from
one  Branch Supply and Property Officer to another
Branch Supply and Property Officer will be listed
on a "Property Turn-In or Transfer Slip," Form
No. 36-24 (Semple Attached) or on WDAGO TForm No.
447, brepared in sextuplicate by the consignor

or transferring officer. The consignor will re-
tain two signed copies of the property transfer
document, onc of whioh will be posted as a credit
voucher .on the face of the "Stock Control Card"

. and subsequently filed in the voucher fiie. The

- other copy will be posted to the "Accounts Con-
trol" secction on the reverse side of the "Stook
Control Card," and Pleced in the individual '

Jacket file of the responsible officer being re-
‘lieved of the property.. The consignes, that is,
the receiving accountable Branch Supply and ‘

. Property Officer, will use one copy of the trans-
fer documcnt to debit his stock balance on the
-face of the "Stock Control Card,” and file same
in the voucher of the "Stock Control Card," and
-Will be placed in the Jocket file of “the receiving
Tesponsible officer. The consignor will forward
two signed copies of the property transfer docu-
ment to the Property Control Section after the
transaction has been completed, - '

&+ Records Meintained by Supply Secction

o Accountability will be established and stodk

record accounts will be maintained by those individusls

. who are responsible for the storsge and issue of supplies

. 8nd equipment under the control of the Supply Section,
Services Division. :

1
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ESTABLISHING-fJﬂZjLQINTAININQ;gEOCKFRECORD ACCOUNTS AT
INSTALL,TIONS OUTSIDE OF WaSHINGTON 4R,

a.,

=3

Inventories

(1) Instructions from Washington directed that

an inventory of all non~expendable supplies and
equipment in use, and all expendable and non«
expendable property in Storage, be taken at each
station as of 1 November 1946, :

(2) This inventory should have included the

supplies and. equipment on hand at the station

and non-expendable broperty at satellite in-

stallations under the administrative control of

the station.  The broperty taken up on the 1

November 1946 inventory-will be used ss a basis

for establishing stock record accounts. a

(3) All Government property in the ‘custody

of individuals ‘at a field installation will be

reflected on the stock record sccount of the v
accountable Supply and Property Officer. The : cE

.property will be: issued to the individuals on a

3 N .

"Memorandum Recedpt? basis, and upon separation
or transfer, the individual will return said

-property to the -2ccountable Supply and Property

Officer, and will obtain a receipt for same.

Forms to be Used and Récords to_be Maintained

(1) The accountable supply and property
officer for each station will maintain stock
record cards by item for all non-expendable
and expendable supplies in stock available for
issue, and for all non-expendable property
issued on a "Memorandum Receipt™ to using
offices within the station and ‘to satellite
activities under the jurisdiction of the
station, Form No. 36-17, "Stock Record Card,"
(Sample Attached) or AGO Form No, 421 may be
utilized for meintaining stock record accounts,

(2) In addition to the stock record account,

the accountable supply and property officer will

be required to maintain individual jacket files

for property issued on "Memorandum Receipt." 4.
"Voucher Register" should be. kept on Form No. 36-15
(Sample Attached) to record by number the vouchers
which are posted as transactions to the stock
record account.

 2003/01/27 : CIA-RDP81-00728R000100040027-1




| Approved For Release2003/01/27 : CIA-RDP81-00728R000100040027-1

-8 -

"emo randum Receipt™ Isgue

[ o)

; N (1) Non-expendable property used within the

5 o . gtation and in gatellite activities undeT the

B S jurisdiction of the station will be issued by

‘ the accountable supply and property officer on
a "Memorandum Receipt" basis to responsible

individuals. TUpon {gsue, the "Balance on
k Record Card," Form

Hand" column Of the "Stoc

No. 36-17, will be credited and the memorandum
¢ Receipt” balance will ve increased. When AGO

Form No. 421 is used, the "utility” column

will be utilized for the njemorandum Receipt™

entries.

(2) The balance on hand, together with the
balance issued on "Memo randumn Receipt® as shown
on the "Stock Record card" will represent the
total accountability of the accountable supply
and property officer for any particular item.

: (3) Accountability for expendable supplies
‘ ceases when issues are made by the accountable
supply and property officer; the receipted
transfer document will constitutc =2 e¢redit to.
_phis stock record account.
d., Property Acquisitions and Dispositions
(1) The accountable .supply and  property
officer of each station will prepare 8
w0onsolidated Property Report," Form No.
%6-28 (Sample Attached) as of the last day
of each month. This report will indicate
by item the total gains oT losses of non-
expendable property which have»ocourred
Lo . - during the month. Ttems whose balances
~ o have not increased OTr decreased during the
R © _ reporting period will not be included on
the Form No. 36-22. )

(2). Torm No. 36-22 should be prepared

in triplicate by the accountable supply and .
property officer. The original and one COPY

- will be forwarded, through channels, to the

A , . ™~ Chief of Services, Washington, D.C., Atten-

i : tion: . Property Control Section, to arrive

L G not later than the 15th day of the following
month. ' . : '

~

®
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(3) "Memorandum Recelpt" issues and returns
do' not constitute a change in the total ac-
countability of the accountable supply and

© property officer, and suéh trensactions will
not be included. on the '"Consolidated Property
Report.”" Reccipts will include property re- - .
ceived from local Army or Navy supply sources,
Services Division, Washington, local purchase,
and all property: turn -ing, except memorandum
Rccc1pts made by individuals and/or using
agencies.. Overages accounted for on "Reports
of Inventory AdJustmcnt" will be classified as
receipts, Disbursements will include all issucs
(except memorandum receipt) .and transfers of
supplies end equipment., Shortages accounted -
for on "Survey Reports" and on "Reports of:
Inventory Adjustment” will also be cla581flcd
as dlsbursements.

7. AUDITS ‘ -

ALl propcrty accounts, malntalncd by designated accountable
supply and property officers will be subject to. periodic audits
and inspections by a representative of the Property Control
Section, Washlngton. Accounteble officers may be held pecunl—-'
arily liabple for any discrepancies which are discovered in the
course of the audit unless such dlscrepan01rs can be satis-
factorily explalncd and correctcd.

'8, PROPTRTY CLTARANCE FOR IPDIVIDUAIS

a, Washlngton Area

(1) All individuals must obtein a signed
.property clearance from their Branch Supply
and Property Officer upon separat:on or trans-
" fer, and no final payment will be made by the
finance officer until such clearance has been
obtained. ,

(2) Property in the possesgsion of individuals
who are being separated or trensferred will be
returncd to the Branch Supply and Propcrty Officer.

Qutside Washlngton Area

o

(1) Upon scpqratlon or transfer from a
station outside the Washington area, all
individuals must obtain a signcd property
clearance from the accountable supply and
propcrty officer. All propcrty in. the
posscss1on of such individuals should be
turned in' to stock prior to departure, and
a receipt for same will be given to the in-
dividual by the accountable supply &nd !
property offlcer.
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(2) Parsomel raturnsd to the U. Se from overseas
installations will not be allowed to. ratain any
Government property unless ssid proparty is essential
for the complation of tha journay. Thes items re-
tained, if any, will be listed on the reverses side

of the property clearance certificate; and will be
immediately rdturnad to¢ appropriate Ssrvices Division
Supply Officars upon.arrival in Washington,

b 9. LOST, DAMAGTD, OR SYOLIN PROPSRTY = SURVEYS
o o : ae General

be

- getion,

(1) Th? policy of this agency contemplates that some
individual will be responsible at all times for the
care and safckecping of Govermment proparty. -In oases
whare proparty is lost, dsmaged, stolan, or dastroyad .
by causes other than fzair wsar and tear in the servies
‘of thn Govermment, the responsible individual will pre-
‘pars a "Jurvay Repord", Form No, 36-18 (Sample attachad)
in sccordance with the procedures outlined helow, |

(2) "survey Reports" must be initiated by the respon-
sible individual within thirty days after the loss,
damagn, or destruction has besn discovered,
Praparation and Distribution of M"Survey Reports" in

o Washingtcon Area

(1) The responsible individual will initiate "Survey

Report" Form No. 36-18 preparad in sextuplicate, for
lost, damaged, or stolen proparty., If the individual
praparing the "Survey -Report! holds tha property on a
"emorandum Raceipt!" basis and is responsible but not
accountabla, he will forward the original and four copies
of the report to his Branch Supply and Propesrty Officer, -
who will post one copy as a cradit to his stock recerd
account,  Another copy will ba usad to make ‘appropriate
deductions from the "Accounts Control" ssction of the
"Stock Control Cards" and will be filad in the re-

. sponsible individual'!s jacket files, The originsl and

two coples of Form No. 36~18 will then bs forwarded to
the Proparty Control Section for investigation and
. 4

-(2) When an accountable Branch Supply -and Prope-rty

Officer initiatss a "Survey Report" as the rasponsible
individual, an original gnd tlires copies of Form Ko.
35-18 will ba prepared, . One copy .will bs voucharsd,
postad to the stock racord account of the accountable
officer, and filad as a suspens= vouchar, The original
and two copizs of tha YSurvey Report" will then be for-
wardsd to the Proparty Control Smction for invastigation
and actione T o .
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(3) Final dncisioh of all "Survey Reports! will rest
TR . Wwith the CuLeGe Proparty Survey Boarde - The Chalrman
of thn Board will act on said VYSurvay Rsports" for the
Director, Cantral Intelligance (roupe L
(L) ‘when final action has bean complet~d on the
1Survey Report!, ons copy will bs returnsd to thz
.rasponsible initiating individual and it will be filed
by him as a valid vouchar in lieu of the. suspsnss eopy

which he has retaineds . »

ce Proparabion and Distribution of tSurvey Reports!
outside Washington Arsa

(1) supplies and equipment lost, demagad, or stolen,
will ba listed on a YSurvey Heport!" Form Noe 36-18,
initiated in quintupliecate hy the individual having
dir=ot responsibility for th~ prophriy. Chief of
Stations will appoint a disintarasied invastigation

of ficar (civilian or military) to examine availabls |
avidenes regarding th~ loss, damage, or dastruction, . .-
and his findings will be includzd on th= raverse side
of tha "Survey Reporth, ' o

(2) If the responsibls individual is not accountable
" and holds the propsrty on a "Mamorandum’ Receipt®
basis, an original and thran copies of th: Form Ho.
: : 36-16 will be forwardad by him to the accountable
' " officar, Tha- accountable officer will use one copy as :
a cindit vouch~r to claar his stock racord account for
- ) tha items lost, demagnd, or sholen, and ona othar copy
D : . will ‘b= signad by the accountable officer and will be
" forwardsd to th~ chinf of station for final approval
or disapprovale After the YSurvey Report! has been -
approvad by th» chinf of station, on=s copy will b2
returnnd to the originator, and ona copy will be for-
. i wardad to the Propsrty Control S=ction, Washington, DeCe
for informational purpos=s. - :

(3) When an accountabls officor initiates the ‘WSurvey
Report", an originsl and four copies will be prepared -
hy hime One copy. will be postad to his stock racord.
sccount and filed as a suspensa cradit vouch=r. The
susp=nse -vouchar will not ba considarad a valid veuchor
until an approvad "Survey Report! signad by the Chief

of station is roturnad to the Accountable officer con-
cannade

R
[

.
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(L) M"Survay Reports" which have bman. disapprovad by
tha chisf of the station will ba forwardsd in duplicate
to the Property Control Section, Washington, D. C.,

for final action and revisw, vhan action by the Proparty
i ' ‘ Control Section has bnan completad, one copy of the
"Survey Report" will be returnad through channels to

j i tha ras pons:.blfa initiating individual,

. 10, PROPTRTY WORN OUT THROUGH FAIR WeAR AND TuAR

N ; 2e Mas hlmrton Ares,

(1) Branch Supply and Prop=rty Officers will exscute

= . "Proparty Turn=in or Transfar Slips", Form No.. 36-2l,
in connnction with the return of property worn out, -or
otharwise r~ndernd unsarviceabls through fair wear
and. tear without fault or nsglect on the part of any
individual, or individuals, or property which has be-
‘coma chsolnte to appreopriats supply and property officers
of the Servicss Division, The responsible and/or '
accounbubls individual will b~ givan cradit for said
turn~in on a copy of Form No, 36—2&.

(2) Proparty will not be consid- rnd worn out through
fair wear end tear, nor: will credit be given unless it
is returnad to proper supply channolse Thé determin-
ination as to tha validity of th~ fair wear and tear

of tha proparty will bs made Wy the appropriate Services
Division Supply Qfficer accapting the turn-in,

~ ~ b. Installations Qutsido Vashington Ar-a

(1) ' Proparty worn out, or othesrwiss randnrad un-
gervicaable through fair wear and tear without fault or
neglact on the part of any individugl or individuals,.
or proparty which has beacome obsolate, will be re-
turn~d to thes accountable offic~r of thes station for
£ cradits = Accountebls officers will sither effact repair
B ' ' . of thn items worn out through fair wear and tear or

L will makn disposition of said items through salvage

or othar availabla means,

(2) Accountabln suppl officars will use "Raports of
Inv-ntory Adjustmont" to claar thrir stock racord
‘accounts of proparty which has bren wern cut through
fair wear and trar,.  Itams of this typ> will bn listad
on-a "Répert of Invantory Adjustmant® with the following
cartificate signnd by th~ accountabln suppld and
property officar and approv~d by the chizf of station:

H
A
e
b

[ U NI SIS S S
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I certify that the items listed her-on have
worn out through fair waar and tear in the
sarvica of the Govarnment without fault or
nagl=act on ‘the part of any individu=l or
individuals, and that said items are not
aconomically repairabla.

Accountavle Supply and Proporty Officar

/\PF"OVLD :

Chi. '*.'f of Station

~11le. MREPORTS OF If.» ANTORY ADJUSTHNT®

Accountabla Supply and ’>r oprrty 0fficers may utilize-
th~ "Report of Invantory Adjustimnt", Form lio. 36-16,
(Sample Attachad), or YDAGO Fora MNo. Llid, to adjust -
alo(‘rr‘p'mcm., s which may appoar on their stock record
accounts, reasulting from arrors in nomenclature or
posting. The oversgns and shortazes of liks items
should offent ons anothar on the "Report of Inventory.
Adjustmantt,  The use of a "Report of Invantory id-
ju.»'b.nnrit” by an accountable supply and propﬂr ty offieer
will be limitad to raportihg property worn cut through
fair wear and Year as outli md in Pdr. ]O b. /d)
abova, and the curraction of nomsnclaturs a,nd'or
poctmp arrors on his +ock racord d""ount.

be T 'ashlng'ton Ar=a

(1) - MReports of Ihventory Adjustmant® will be pra-

parad in quadruplicate by thm accountable Branch

Supply and Preperiy 0fficer, Ona copy will be held in

suspensa by the originating officer, and.ths original
and two r'opnns will be forwardnd %o tha  Proparty Control.
Sretion for reviaw and fln‘al spproving action by .the
Chiaf of uf‘I‘V_-(“"a. i ’

S
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(2) After the "Report of Invantory Adjustment" has.
bean approvad, one copy will bs raturnad to the
accountable Branch Supply and Proparty Officer for
posting ‘to his stock racord account, and it will

subs mquent y be filad as a valid voucher, “han
nacessary, the suspensa copy of the "Report of -
Invantory Adjustm=nt" will be vostrd to the "A(‘counta
Control" saction of the "Stock Control Card", and
fil~ad in tha respoasible individual's JaCKQt f£ila,
(3) "Reports of Inventory Adjustment" which are dis-
approvad Dy the Chi~f of Ssarvices*will ba ratur ned to
the accountable Branch Supply and Property Officer
with instructlons that a "Survey Repert" he initiated
in accordance with pdragrdph 9 gheve,

ce - Installations Qutsid= Washing*on Area

(1) "Reports of Inventory Adjustment! will be
preparad in quadruplicate by the» accountubls supply
and propsrty officer of thes instellation. Cne copy
will be h=ld in suspense by th= originating offi.cer »
and the nrlgmal and two copias will b= ferwarded to
the chief of &tation for final appreval., Chisfs of
stations ara enjoined not ta approve "Heports of
tInvertory Adjustment® initiated teo reatify ’ila- .
crapancias athar than nomenelaturs clungm and/or
Dostlnrr 2rrors. :

(2)  After the "Report of Inventory Ldjustmant” has
bean approvad by tkﬂ chief of station, cne copy will
be returnad to the accountable supply and proparty
offic=r for posting to his stcck recorgd arcount,

and it will subsequently be £il=d as a valid vouchar.
Tha chi~f of station will maintain cne eopy of ths
"Report of Inventory Adjustment" for files, and ohe
capy will be forwardad to the. Chiaf, Prepar ty Contrel |
Section, Yashington, D. C.

(3) MReports of Inventory Adjustmantt whd.ch atm ‘ STATINTL
disaprroved by the ehiaf of station will be returnsd ‘

to ths acccuntabl- supply and proparty officer with '

instructions that a "Survay Eeport" be ini 't.].d,t d in ‘
accordance with paragraph 9 abova,

FOR TH? DIRZCTOR OF CANTFAL TNTALLTGENGH: T

Exzcutive for Parsonnal
~and Administration

Attachmants - 9 ) ) . s ‘.-":f

 Distribution: A
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‘ CE._ AL INTELLIGENCE GROUP S [ DATE :
REQUEST FOR SUPPLIES EQUIPMENT, OR 5ERV|CE _

“'SERVICES DIVISION DELIVER 10

CHARGE APPROPRIATION CHARGE ALLOTMENT
" DO NOT FlL N ' ) o . ‘ . . R

PLEASE FURNISH IN ACCORDANCE WITH INSTRUCTIONS ABOVE THE FOLLOWING ITEMS WHICH | CERTIFY ARE NECESSARY FOR USE IN THE PUBIC SERVICE.

. : APPROVED .
~WEGUIETING GITICER ] THIEF, SERVICES OVISION
. : AMOUNT
STOCK NO. DESCRIPTION OF AXTICLES . 00 NOT GUANTITY unIT UNIT -
. LN - PRICE couars | cents
¢
DO NOT WRITE (N SPACE SELOW ‘ "I'OTAL L

REQUISITION NO. OIV. § AST.

—Joare of u;n‘n I;tu-n [
| ]

l23‘567l9]0"1213"15'ol?lBl’Nﬂ22”'1425?627?0,29”31 .4‘

RECEIPT

1 CERTIFY THAT THE MATERIALS AND / OR SERVICES ITEMIZED ABOVE NA.V! GEEN RECEIVED
IN THE QUANTITY AND QUALITY SPECIFIED EXCEPT AS OTHERWISE NOTED

]
R
S PACKED / DELIVERED BY

| SHIPPED BY: m [w] EXPRESS [] PARCEL POST. ) 17 Nl

GOVT 871 NO.

DATE

[ ON SHEETS. .~

4 S ; ey T (NOTE AND FOULOW CAREFULLY INSTRUCTIONS ON REVERSE $I08)
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INSTRUCTIONS

1. Prepare in quadruplicate.
2. Do not number requisition.

-3, Since the Services Division will - number the requisition and. return one'copy to the requisitioning office,

please refer to requisition number when making any inquiries. .
4, Filling of orders will be accomplished more expeditiously if the following instructions are observed:
" (a) List all items in stock number sequence and all forms in numerical sequence under Standard, Commission,
.and/or other forms. . . . )
(b) Do not list more than one item on each line. '
8. This form is not to be used for duplicating or printing and binding requests.
6. Forward requisition in accordance with prescribed Administrative Instructions.

PROGRESS PROC. DOC. DUE FOLLOW-UP

DATE

NUMBER DATE T 2 3 ) s

RECEIVEC
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: CENTRAL INTTLILIGENCT GROUP

] Washington, De Co

o MTHORANDUM S ‘ 11 Tebruary 1947
STAT = . NUHER [ ] ‘ .

: » . SUBJ7CT: Transmission of Cables and Telegrams Via Govermment

el ‘ Facilities. .

EFFECTIVE UNTIL 30 JUNE UNLUSE SOCNTR RTSCINDED
STATINTL 1, POLI6Y

| ' General Regulations [ ]sup'ls. 2 and 3 provide

: that government transmission channels. shall be used for.

. official messages only. Accordingly, personal messages shall
oL Do Transmitied via CIG facilities and official messages
shall not contain any reference to parsonal matters.

2. OFFICIALS MUTHORIZTD 70 APPROVT CABLES AND TILEGRAMS

: ‘To insure that no.personal or semi-porsonal telegrams or
: .l cables are transmitted through CIG transmission facilities and
S " that the wording of messages 16 clear and concisey specific’ in=
Ldividusls in sach office will be authorized to rewview and appiove
:- all outgoing cables and telegrams, The  Assi.stant Director of
sach CIG office will designate the officials to perform this
~_sfunction, and will advise the Chiel , Communications Division,
“Attention: Signsl Center, in writing of the names cf the in-
~ “dividuals so designated, and provide spscimen signatures in
Do leach case. Changes in the names of the individuals so authorized
shall, as they occur, be forwarded to the Chief, Communications
Division, Messages nol approved by properly designated of ficials
will not b acceptsd for dispatch by the Signal Center, nor will
E they be pald for from government funds if dispatched from
- : v facilities outside the agency. (Wxcapt as provided for in Par.
5 of this instruction,) - :

Py

(%]

| ; " 3. REVITY OF MWSSAGTS PRIOR ‘70 DISPATCH

.

The following criteria should govern in determing whether
or not messages. should be dispatched via ofificial channels:

Lo . . ae. . The urgency of the businsss should be a determining
’ . factors Any message which can be ‘effectively handled
by air ‘mail should not-bée transmitted by telegram or
- cablee. Dispatch of lshgthy messages by telegram or
cable should be held to the minimuh.

1
5
i
H
1
i’l
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he  Telegrams- to vendors relative to delivery or paymont- )
Tor supplies and equipment should be initiated only
by authorized procurement or finance officers of Lhe
Pc ‘2 Ao Branch,

LR Ceo Tnlc’@ amg to prospactive appointees WZL‘Lh regard to

G positidns, or telegrans to. gmpleyees regarding
per*‘onnnl matters should be initiated only by
~authoriged recruitment or peruonnel officers,

de The General Accounting Office has ruled (Comp. ‘Gen,

: A=92370, 3/11/38) that where part of a telegram or
cable is construed-as being of a personal nature that
the entire message will be considered personal and

’ the responsible officer will be required to make re-
imbursement at commercial ratss plus tax fer the cost

of tha entire message., Inclided in the category of
personal messages are the following uub,]cc‘m,.

(1) Advice to relatives regarding the arrival
or departure of an emplos}f_eé. .

(2) Requests for hotel raeservations.  However,
the mention -of hotel reservations in telegrams
relating to official travel, between admine-
istrative officiuls and employees may be -eon=
sidered as merely ‘incidentul to the official
' : business involvad. (Comp. Gene G-L7371, 2/2/h5

~(3) Congratulatory messag res, of any kind,

: o (4) Ingquiries from or advice to Pmployﬁes re=
\g ‘ . ] garding extensions of leave, pa‘jment of
' salary or travel . accounts, etce

b E v (5)° Any message which may be con'si,rumd as b(,lng
: ‘ : to the primary interest or besnefit of an
o - , ' individual rather than the furtherance of

: ' o official government business,

b cox.,.*'*'r ITSSAGES

IR ;\11 1n<*c>'nlng collnct messages will be accepted unsc‘rnpned

" by the Sighal Center and forwarded to appropriate officials. . °

"If a’collsct message 1s construed, as being perscnal rather than

- official, tho! receiving. official will forward the message te-

L . gether with 'a memorandum of -explsnation to the Fiscal Ssction,”

N “--IFinance T)1v151on, and: the Chief, Fiscal Section will proeced to-
Vo . effect a.coliection at commercisl ratn plus tax from the respon= .-

: _s:.ole party, or: take o‘chnr approprlate ad,.uon. - s

: ApbroVeAq‘ber Release 2003101[27 : CIA-RDP81-00728R000100040027-1
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5, EXCEPTIONS

Tn instances where [or sscurity reasons official messages
are dispatched directly through regular commarcial facilitdes
in accordance with applicable security plans, the sender will
pay the cost of the message from his pérsonal funds, but may
make claim for reimbursement thereof in accordance with existing
CIC Regulationsy, 3

FOR TH7T DINZCTOR OF CENTRAL INTELLIGENCE: - STATINTL

ixacutive Lor Persornel
and Administration

Attachments - liona

Distributicn - A

n

g e e+ 2
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- RESTRICTED

CEN TRAL IWTELLIGEIICE GROUP A
Washingbon, De Ce RN

AR

N
11 Fobruary 1947

MEMORANDUNM
IUNMBER

SUBJECT: Chengc of Hailing Addross of CIG

EFFECTIVE UNTIL 30 JUNE 1947 UWLESS SOOHLR RESCINDED

1. Reforcnoc CeleGe Administrative Ordor |_€:|datcd 30 Soptomber
1946, Subject: "Tentativo C.I.G. Adminigtrativce. roccduro for tho
Handling of Incoming and Cutgoing Writtcn Communications Excopt Cables',
and Hemorandum for all CIG Porsonncl datod 18 Docombor 1946, Subjcet:
"Losntion of Contral Registry Units"e _ '

2. Paragrazh 5, "C.I.G. Addreas" of | |
and Paragranh 2 of the above montioned licmorandum for all CIG Personnol
arc amended, and tho following addross will bo used for tho pickup and
dolivory of all mail to CIG activitiecs:,

Gontral Intolligonco Croup
2430 E Streoot;, 1. il :
Washington 26, De Cs .

e s mianime et

3. It is roquostod that all CIG activitios submit to the Exccutive for.
Personnel and Administration tho namos and addrossos of corrospondonts S
in ordcr that thoy moy be notificd of this chdnge of addrcss. ‘ :

FOR THE DI KECTOR OF CENTRAL INTELLIGENCE: - ‘ L

Exccutive for Personnol
and Administration

ATTACHLENTS: ~ Nono

bISTRIEUTION: A

~ RESCTHDED PER | | c TS
o RES TRICTED '

. ETFECTIVE 30 JUNE 1947, CIG ifEMORANDA 'WILL REHAIN TN FORCE UNTIL CANCELLED
~ OR SUPERSEDED Ees N S e

i
&
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RESTRICTED

CENTRAL INTELLIGENCE GROUP
Washington, D, Ce’

b1 “l'om: J.Qdf -
MEMORANDUI

25X1 UMBER

-SUBJECT: Change of Mailing Address of CIG

EFFECTIVE UNTIL 30 JUNE 1947 UM LESS SOONER ' RES CINDED

1. Roforcnccj dated 30 Septombor
1946, Subjeet A A B X T Y R 5Trativo Procoeduro for tho
Handling of Incoming and Cutgoing Written Communications Excopt Cables",

and Momorandum for all CIG Porsonncl datod 18 Docomber 1946, Subjcot:
"Location of Contral Rogistry Units", g ‘

25X1Af{? : 2« Paragraph 5, "C.I.G. Addrosc" of | |
Lot " ‘and Paragranh 2 of the above mentionod Tiomorandum for all CIG Personncl
arc smended, and the following addross will be ugod for the pickup and
dolivery of all mail %o CIG activitios: »

Contral 'Intoll.igoncq Group
- 2430 E Stroot, W, W, .
Washington 25, D, C,

3¢ It is roquosted that all CIG acti{ritios submit o the Excoutive, for
- Porsonncl and Administration the names and addressos. of correspondents
N~ in order that thoy may be notificd of this chungo'of addrcss, :

FOR THE DI RECTCR OF CENTRAL INTELLIGENCE:

25X1$

‘Bxccutive for Pobsonnol
and Administration

\

ATTACHIENTS : - Nomo

g DISTRIBUTION: A - S A ‘ LA

RESTRICTED

i
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RES) AIGTED

HEMORANDIM : 17 Fobruary 1947
25X1A ‘

T ¢+ Section Chiefs of Projects Support Division

FROM ] |

25X1 SUBJECT § CIG Memorandum | | Dated 11 February 1947,
' Change of Ha Address of CIG

37 et

1. Reference is made to Paragraph 3 of subject
méforandu; By order of the Assistant Director for Special
Operations, this paragraph doss not apply to the Sections
of Projeotz Support Division,
w
L._|

2, The rem:inder of the memorandum ls applicable,

25X1A = o

- Adminiotrative Offlcer
Projecks Support Division

ee: Registry (2)
a‘(ml'onu File

25X1A

. = ﬂgg'fﬁlﬁmﬁ

Py ;ii:“'\i' e BT L A
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)y Ndw 5’/"7 . 25X1A
_— ) a» ‘ . . -t o .
S ¥ RECTRISTID ’ p

C“LTR/\L INT"’LLIO TNCE GROUP
— Nask hgtongiDi Cs
VR F .

rmonmmu
. NUMBTR |:|

SURJ7CT: P‘roc dum ior R\ quuultl ulnb Suppllos, :}Quipment' X *1
k and Services e

EFFECTIVE UNT IL 30 Jun’\ 1')]47 UNLISS oOOl""R .L'JSCII‘]T‘DQ-.\ .,

’

6 February 1947 -

le GENERAL

, . This order is applicabls to the procurnment, vsvtorage

and issue cf all supplies, aquipment and sorvices requirgd’

Lor the opirations and activitiss of the (.T.Cs Unless

‘h >reins f,xcept,u, or othrrwisa p@ClllCall“f designated, the ST
Gxeoutive for Personnsl and Administration, the Chief, ' :

Sarvr'wq Division and the Assistent Chief, Svrvices Division .

shall be the sols agents for the parformance of the above
fanc.ions, and any unauthorized actJ.on, bligation or wom-

mLtmunb on the part of any othar individusl will not bhe :
raco: ‘m.nc‘ or honorzd by the C.I.G o

2. 17 "T’ODS OF RAOUIS f‘I‘I("’“Il\.u

borm No. 30-?, aquast for Suppliss, ‘“qummnnt :md
-;Snrva.c‘ﬂ,s shall ba usad, except as othervwise stipulated, to
requisition all <"1pr)].lzs, 2guipnint or servicns, Requisitions
will be submittzd intean original and two carbon copies and a
saparate roquisition will "be madf» for zach-of the following
class:s of suppliag or sarvices ‘

“
g
4
g
|

E:cpendablo Office ., mpllbs
‘I-Joz‘i_’-’?;:cpencl able 0ffice Tquipment
Sommurnication mknol 28 and Bouipment
Oparabional Supnlﬂ.‘ ,de Bguipment
Trdical Supplies and Squipmant
Contractual Sarvicss o
‘MHaintinancs and Rv‘;:paii* Scervice ’
and Space i
Reproduction” and "mnbmg (on
JForm, 30~ )
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AR T s s
dony

e sy 20

-and attaching baxts s samples or gxhibits of the work to be done,
Requisitions for the reproductién of procgdural izsuancas, new ‘
forms, or ths v wision of forms must ho approved by the Procsduras

Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1

- » .
oy .
. o ‘o »
Ed . y“
.
.

3o CEXDTHDASLT. QFFICH SUPPLITS

To eliminate the storing of stocks’ of supplics and equip~
ment in the various branchas > the Supply Section,‘ Services
Division will maintain adequate quantitios of admivistrative
office supplies and forms as listed in tha C.I.0. Supply Catalog.,
Tho descriplion ‘of itsms and stock numbers as listad in the )
Supply Catalog will be.usad in Proparing requisitions in crdar
to prevent confusion and unneezssary dolay in £11ling requastc,
To obtain offica suppliss and :Fox‘ms'listv;d in the Supply Catalog,
Form Hos 36~7 may be initiatod by uny regponsibly officar of the
"using offics wnd forwardsd diractly te the Supply Soction (Base—"
ment,; North Pfuilding), Sarvicss Divisicon, Dalivery will normally
be made within 2L hours to thz lovsation indicated on the requi-

sition, 7Tha racvlving of ficsr will be requirad to sign for
receipt of the suppliss on g copy of Form Neo 38-7 which will he
returnid te tha Supply Seeticn., In edirtaln ingtancas, whore the
neads or ths size of an offics Justify, o small supply of ox-
pzndable office suppliss and Lorms may W stocksd by ths office,
for current uso, - Hownvar, in ne 3 1stance will cffize he
allowad to stock mera than & nermal eon: month's supply of expand-
able supplins, . '

Lo oM ~XPTHPABLY SUPFLITS AND WU TPEENT -

Requasts For all itoms of non=expandahle equipment and
supplise, including adiced, communicntlions, and operaticvnal
cauipment, will bo praparad en Form Hoe 36-7 and approvad hy
dzsignat:d Brenck Supply and Proporty OFficups and foerwardad
to tha Supply. Secticn, Sorvices Division. The correct nomen—
clature and stock nimbarsg a3 listod in tho 0.1.0. Supply Catalog
should bz usad in praparing such r juisitions,  The Supply
Sretion will maks deliviey of thz itms and will secure tha
signature of the rasponsible recoiving officar cn Form 36=7 as .
evidance of receipt of and assumption of responsibility for. the o
preperty, . ‘

i

- 5o RIPRODUCTION AND PRINTTHG

The Reproduction Section, Services Division is responsible
for procassing wll requisitions for: printing, duplicating, mimeo-
graphing, lithographing, 2te., mnd composing operations., Any
office roquiring such servicos shall submit » rzquisition in ‘
duplicate to ths Reproducticrn Sa¢tion on Ferm 36-2 » Reproduction
Requisition, spacifying tha type of roproduction Jeob required -

0

Unit, ¥inancs Division prior to sulmission to tha “Reproduc tion

“Szotion.  Tha reproduction of classifiad documents  will not ba

RT?TF!.IC TZ‘D

'
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I,nr- install mion oi’ ‘mu/or leasis

oservice desirad,  Undar mo aireums ity

o G . .
* Approved Foruhelea_se 2003/01/27 : CIA-RDP81-00728R020100040027-1

A

. -3-

requestad (,xc‘ept upon spacific approval by proper authority,

Upon cempletion of a reproduction ,job, delivery w171 be made

to th2 place indicated on tha requisition and a siimed cony
ths requisition evideneinrg receipt of the Job will be re-

t/lll"‘.’l"au to the Reproduction Saction.  The e sting Treproduction

facilitizs used by the ORE, FRIB, and Documents Branch for

the reproduction of Daily and Weskly Summarios, Daily Reports,

“Accession Lists, and translation of documents will continue to

be usad without ragard to the above pr ocedures The procedure
for rapr oduction of intelligance muinm_ 21 will be covarad by
separaty dnstruction,.

6. SUPI’LI"GS AND TOUIPHTET HOT CANRITD IN ST0CK

Hequests for supplies and equipment which are not listed
in the J.I,0. Catalog nhould be initiatsd hy responsible s
officers on ”r,rm 36-7,. roved by disighated Branch. Supply and
Prop?r’ty Dificars and forwardsd to tha S'r*")li" Section.,  The
requisiticn should inciude a compl leseription of the item
required, source of supply if availaule B nodal nunbsr, or '
specifications and sketeh of tha item wh assary. The ’/
properly dosignatad officors in the Supply Saetdon will pur-
chasn or otharwise procurs the raquested item in accordance
with ar)pllochl'“ ragulationy, laltions shall be submitted
a3 far in adviange of requitenents as circums dces permit dn
ordsr to &llow as much time as peasihly e et procurcmant,
The erdoring of fice will eacsive a ml,,n rmd copy off e pho-
curcment decumsnt Srom the Supply Saction,  ALL itonms procurad
from outside sourcas will ba delivorsd to the Supply Ssction,
nm*w ' inspec l:l()ll. Alter
Storags and Tssue Unit will
jncw_c tpd orn hr»- requisition
2lving olficer thrae signed copies
Lvory Neceipt, Form Mo 35-10,

and Tssus Unlt only,
making irspnalion of tha 2
maka ”n-clu.'.l*for';-,' to tha Lloc:
and will securs from the rac
of T

7o  CONTRAG TU AL STRVIST

Ay offide dasiring +he rental of 'spaca or equipment, - or
of communication or utility
sorvicos of any kind will sub-
tion, Sirvicss Division on -

: i pwl ication of tho
Lat '.nnb h,
on or arty contracts ar. ARTea >nt _r d into or®
Ltions or commitrionts mace Top conbx‘a"tual 31'v1c'>s

cildtins o " speci. gl contractu
mit A r.aq,.w;hln on ta the ;‘uprﬂv
Fornm' No, 30-(, giving corplota dat

- hexcopt b;)r or on mmc&tlo approvel of tha Twscutive for Parsonnel
cand. Administration: or- a prop: \rl‘,r Authorised Calxu“ac l,lrv‘ iTicer
of ’rllﬁf.J.l'\chm* D.LVJS!OI]. ;

RT3TAT
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Yo By SPACT, LAINTTIANCT AND REPAIRS

Any ‘office desirin; structural alterations or repairs
to buildings, slactricsl or carpsntry work, or repairs to ot
aquipient. or machinery should submit a roquisition on Form :
Ko. 36=7 to the Supply Seckion, Services Division giving
spreifict dobails of the services desired,  (EXCTPTION:
Repairs to and changes in combinations of: safes shall be made
only by the Sscurity Division psr Sscurity Regulatiors dated
20 Getobuor 1546.) © The Supply Section is also responsible
for ‘allocations” of 'space and physical ‘movos between.offices,
and. requisitions for additional space or the moving of fur-
niturs and gguipment should be initiatad by the requasting
offisor, approved by the Branch Supply and Property 0fficer
and Lorwardrd to tha Supply Soction, Services Division,

: B e 25X1A
Qe PROCURTEMNT WOR. OVERSTAS -OPTRATIONS

) The procuzdura covering procuramant for ovarsaas
activitizs will-bs issued in a separate instruction,

CULUITEL, — NG
Exoeutive for Parsonnel
and jdministration

Attachmsnts - lNone '

- Distribution: A

{
i
i
o
-
|
-

Sedr o aneid & £ g ; Zawd
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STATINTL

| MEMORANDUM R ; 11 April 1947

(606) i SN 7 ond Administration )

el gl
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CENTRAL INTELLIG..t¢T GRWP
Woshingtén, D. Ce

it

- —.',_‘. .

NUMBER [ |

SUBJECT: Distribution of'A'Ex‘qd{xtivo Type Office Equipmaht

EFFECTIVE UNTIL 30- JUNE 1947 UNLESS SCONER RESCINDED

1. The following policy is hereby established with respect to the
type of office equipment to be issued to or used by persomnnol in CIG,
Office oquipment and furnishings have beer divided into three olasses,
and the organizational ranl of each individual entitled to request
and use the several classes of this equipment are as follows:

CLASS A DQUIPMENT

Dircctor

Deputy Director
Exoqutivo Director
Lissistant Directors
Chicf, ICAPS

CLASS B EQUIPLENT

-Deputy Assistant Directors . :
Branch Chiofs, and Chiefs of Organizational Units
Equivalent to a Branch

CLASS C EQUIPHENT

All other persomnels, :

2¢ A list of the cquipment and furnishings which arc a part of cach’of .

" the above classes hos been furnished to the Chiof, Sorvices Division,

P & A, ond information as to cquipment allowed may be obtaincd through
that offieos '

3« The ossignment of tho use of equipment which is not in accordance’
with the requirements of this llemorandum will be returncd to stock
and replaced in accordance with the provisions hercof,

4. Exceptions to the provisions of this llemorandum moy be requosted
‘upon proper justification through the Assistont Directors of each

- Office to the Doputy Director. throuph the Executive for Personnel and -
Adninistrations S S :

" FOR ME DIREGTOR OF CENTRAL IN

De

2003/01/27 : CIA-RDP81-00728R000100040027-1
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PROCFDURE FOR REQUISITIONING SUPPLIES

. The items listed herein are carried in stock and will be
- dmmediately available to offices of the 0SS in Washington, D: C., and
in the field upon the submission of a requisition (0SS Form No, 1110)

in an eriginal end three copies signed by an authorized employee. (See
Admiaiestrative Instructions No. |j|

In ordering, care should be exercised not to request excessive
quantities of supplies considering the fact that deliveries will be made
within one day after submission of & requisition prepared in accordance

with these instructions. An entire division should use a single requigi=
tion, if practicable.

" Requisitions for supplles listed herein should be submitted
separately from other requisitions for equipment, services, publicetions »
or supplies which are to be ordered from other gources, The items
should be listed in numerical order, stating the catalog number, de- . -
scription, and quantity. Upon recelpt of the requisition by the Supply.
Seatdony aifuimber 2willnba assigned therotraand: at depycofitheiraquisition
raturned to. the ordering office for follow-up purposes, In following up
on supply requisitions, call

Delivery of supplies will be accompanisd by the original‘a.nd:
one copy of the reguisition, and the original must be signed as to the
recelpt of the items ordersd and returned to the supply clerk,

If the stock of any of the items ordered is depleted, the
copies of the requisition which are to eccompany delivery will indicate
that such items have been back ordered. A record of back orders will be -
maintained, and upon recelpt of the replenishing supply, delivery of
those 1tems will be made. 'In the event that all of the items listed on
the requisition heve been back ordered, the carbon copy of the requisition

willl be returned to the ordering office with a nétation to that effect,

The supply section endeavors to-deliver the supplies within
24 hours after the recelpt of the requisition, :

(30538)
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’ DESCRIPTION

5 Bends, rubber, #16, 1/8 pound box

6 Bends, rubber, #19, 1/8 pound box
' . Unavaillable
v 9 Bands, rubber, #32, 1/8 pound box
’ 12 Bands, rubber, #64, 1/8 pound box
15 Binders, ring, genuine leather, flexible, 6-3/4'x 3-3/h, with
six " rings :
18 Binders, ring, canvas, stiff cover, 9% x 6, with three 1" rings
21 Binders, ring, Imitation leather, flexible, 9% x 6, with three
A1V rings. v » '
‘(i:>Binders, ring, canvas, sbiff cover, 11 x 8%, with three " rings
27 Binders, ring, canvas, stiff céver, 11 x 8%, with three 2" rings
30 Binders, ring, imitation leather, flexibvle, 11 x 8%, with three
1" rings : ‘ :
53 Binders, ring, 8enuine leather, flexible, hinged cover 11 x 8
C : With three 2" rings )
: 56 Blotters, desk, 19 x 24, Moss Green
] . : . - o

-

L
‘Gi:FBlotters, desk, Eh x 5& Walnut for executive pads

 (:>Blotters, desk 20 % 36 Walnut for exacutive pads '\

us Blotters, ha.nd 3x 9%, _white (50 per pkg ).

(5‘,055'8') L

T

Box
Box.
Box

Box

Tach

Tach

Each
Bach

Each
Fach

Fach
Each
Each

E'achv

T """:T"j LT j‘f:‘*’i‘“ TR ‘”“‘J

.

=
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418 Blo‘tter‘s , hand, enameled wood or balelite » rocker type

51 Boards, cliﬁ, lettersize, compoaiﬁion ‘back

54 Boards, clip, cap size, compesition back

57 Books, Congress‘ionél Directeries, cloth bound

(@Boolcs ) deék dictionary , Webster's dollege edltion

66 Books, 0fficial U. S. Postal Guide

68 Books, Style Manual, United Governmenf Informatien 'Servicve
69 éooks s S'b_yle Manual, U, E;. Govermﬁent Printip,gpffice

T2 Books, Woflcl AJ_manac y Book of Facts,‘ N, Y. ldorld~Telegrém

75 Brooms, whisk, 10 inch

bBrushes,' typewriter, 3/L" wide, with iong wood hendle
81 Brushes, typevriter, cone-shaped, with lohg wire handle

Brushes, typewriter, toothbrush type, with 6" wood handle

87 Bulbs, electrir - for flpiorescent 'lampa, 15 watt, inside frost

alendars » wall, U, S, Goverrment Standard

95 Cards, guide, 3 x 5, Alphebetical, 25 sub-divisions, 1/5
cut, blue . A ,

UNIT

Bach

Bach

Fach
Each
Each
Fach

Eacﬁ '

Each |

Each

Each

"Each

Each

Tach

Bach

Each

Set

]

728R000100040027-1-
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96 Cards, guidé, 3 x 5,’Alphubetical, 25 mpub-divisions, 1/5
cut, buff . -

99 Cords, guide, 3 x 5, Alphabetical, 25 sub-divisions, /5 .
cut, salmon ‘

loe Cards, guide, 3 x 5, blank; 1/3 cut, blue, collated
105 ‘cérd‘s, guﬁ_d,j x 5, blenk, 1/3 cut, buff, coilated
108 Cards, guiég;‘5»x 5, blank, 1/3 cut, salmon, collated
111 Cards, g:‘@i‘?ie, 3 x 5, Slank, 1/5 eut, blue, collated
11k cards, gui»;le',_‘j x 5, blank, 1/5 cut, buff, colJ.a{;ed
117 Cards, gﬁ_i“d-e »'3 x 5, blank, l/}j cut, salmon, ‘collated,
120 Cards; gulde, 3 x 5, Deily, (1-31), 1/5 cut, blue

123 cards, gu.  :, 3'x 5, Months, 1/3 cut, center position, salmon

127 Cards, guide,'j x 5, States & Possessions, 1/3 cut, center
position, salmon '

. o G ’
150 Cards, guide, 4 x 6, Alphsbetical, 25 sub-divisions, 1/5
"~ cut, bluq__- . ) : '

133 Caras, guide,“‘l’&' x 6, Alphabetical, 25 sub-divisions, 1/5 -
cut, buff' : i :

136 Cards, b x6,blank Brti,f cut, salmon, collated ‘

17 Cards, ‘guide, v‘* x u, blank, 1/5 cut, 'blue, collated

140 cards, guide, ‘14 x 6 blank 1/5 cut bui‘f, collated.

(30558)

UNIT

Set

Set

Box
Box
Set

Set

Set

Set
Box

Box

: ﬁ,ox,‘ ) e




152

155
cut, blue

Cards, guide,
cut, buff

161 Cards, gulde,
cut, salmon

164 guide,

Cards,

167 Cards, guide,

170 Cards, guide,

173 Cards, gulde,

176 Cards, guide,
179 Cards, guids,
182 Cards, guide,

186 cards, guids,

 (30538)

143 cards, guide, 4 x
146 pards, guide, b x
149 cards, guide, 4 x 6

Cards, gufde, box
position, salmon

Cards, guide, 5 x 8

|

A\

\Ji

6,

-

6y

-

blenk,

T
DESCRIPTION

‘blank, 1/5 cut, salmon,~0911ated

D;ily, (1-31), 1/5 cut, ﬁlge

Monﬁhs, 1/3 cut, center position, salmon

Sﬁaﬁea % Pogsessions, 1/3 cut, center
Alp%abe#ical, 25 sub-divieions, 1/5
Alphadetical, 25 aub-divisions, 1/5
Alphabetical, 25 sgb-aivigions, 1/5

blank, 1/3 cut, blue, collated

1/3 buff, collated”

cut,

blank, 1/5 cut, salmon, collated

blank, cut, blue, collated

blank, cut, buff, collated

blark, 1/5 salmon, collated

cut,
Daily, (1-31), 1/5 cut, salmon

Months, 1/3 cut, center position, salmon

Bok

UNIT

Box

Bet

Set
Set 4

Set
Box
Box «

Box o

Box

Box

Set
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DESCRIPTION

189 Cerds, guide, 5 x 8, States & Poseessions, 1/3 cut, center

position, salmon

192 Cards, guide, lettersize
1/5 cut, pressboard

5 Alphabetical, 25 sub-divieions,

194 Cards, guide, lettersize, metal tips, 1/3 cut, collated

195 Cerds, guide, iettersize, blank, 1/3 cut, plain tip, press-

board, collated

196 Cerds, guide, lettersize, blank, 1/3 cut, States & Possessions,
centey position, pressboard

197 Cards, gulde, lettersize, Monthly, (1-31)

198 Cards, guide, lettersize, blank, 1/3 cut, C metal tip,

pressboard, lst position

.

201 Cards, guide, lettersize,
pressboard, 2nd position

)74 . _
204 Cerds, guide, lettersize
g ] ’
pressboard, 3rd pogltion

207 Cerds, gulde, lettersize,
board, collated

211 Cards, guide; lettersize,
Pressboard, lst position

21k cards, guide, lettéréize,
pressboard, 2nd position

217 Cards, guide, lettersize,
Pressboard, Brdvposition

220 Cards, guide, lettersize,

(30538) -

préssboard;‘hth position’

‘

blank,‘l/j cut, C metal tip,
blank, 1/3 cut, ¢ mefa} tip,
blénk, l/5'cut,~plaipvtip, press-
blank, l/S‘cu#, E‘metal tip, -
blank, 1/5 cut, B metal tip,
'biank, 1/5 cut, B metal tip,

blank, 1/5 cut, B metal tip,

UNIT

Set

Feach

Box

Box

Set

Set

.Rach

Each

Each

Box

Tach

Each

1Eaéh]'f

e

LT




225 Cerds, guilde, lettersize,
5th position

board,

-6 -

DESCRIPTION

blank, 1/5 cut, B metal tip, press-

22l Caras, guide; lettersize, blank, 1/5 cut, metal tip, collated

226 Cards,

guide, cap size,

preéssboard

229 Cards,

guide, cap size,

collated

230 Cerds,
center

231 Cerds,

232 Cards,

board,

235 Cards,
board,

238 Cards,
board,

239 Cards,

241 Cerds,

guide, cap size,
position

Monthly, (1-31),

guide; cap size,
1st position .

guide, cép size,
2nd poaition

guide, cap size,
3rd position

gulde, cap size,

guide, cap size,

collated

2kl Caras,

guide, cap size,

lat position

2l7 cards, guide, cap size,
2nd position

P : ) L R
250 Cards, guide, cap size,
3rd position™ '

(os38)

Alphabetical, 25 sub-divisions, 1/5 cut,

blank,

blank,

1/3 cut, plain tip, pressboard,

Each

Box

Set

Box

1/3 cut, plain tip, pressboard, states,

cap size, guide

blank,

blank,

blank,

’

blank,

‘blenk,

blank,
blank,

blank,

1/3 cut, C metal tip, press-
1/3 cut, C metal tip, press-
1/3 cut, C metal tip, press-

1/3 cut, metal tip, collated

1/5 cut, plain tip,.pressboard,
1/5 cut, B metel tip, pressboard,

1/5 cut, B metal-tip, pressboard,

1/5‘cut, B metal tip, pressboard,

Set

Set

Each

Each

Rach

Box

Box

Each

Bach

. .Each -

1
i
LN
Pk
{
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DESCRIPTION

253 Cards, guide, cap size, blank, 1/5 cut, B metal tip, pressboard,
kth position : . ‘ ,

256 Cards, guide, cap size, blank, 1/5 cut, B metal tip, pressboard,
. 5th position »

257 Cards, guide, cap gize, blank, 1/5 cut, metal tip, pressboerd,
collated , : '

s

259 Cards, index, 3 x 5, light weight, 182 pound besis, Slue, piain
262 Qards, index, 3 x 5, light weight, 182 pound basis, %gff pla;n
265 Cards, index, 3 x 5, light ;eight, 182 pound basis, sélmon, plain
268 Cards, index, 3 x 5; light weight, 182 pound basié, white, plain

271 Cards, index, 3 x5, light weight, 182 pound basis, white, ruled
on one side :

272 Cards, index, 3 x 5, medium weight, 230 pound basls, white,
ruled on one side : ’

274 Cards, index, 4 x 6, light weight, 182 pound basis, white plain—

1
277 Cards, index, 4 x 6, light weight, 182 pound basis, white, ruled
on one side - : » !

280 Cards, index, 5 x 8, medium weight, 230 pound basis, white, plain

283 Cards, index, 5 x 8, medium weight, 230 pound basis, white, ruled
on one 8ide : ) : i

292 Cases, card index, 3 x 5, cardbcard, 10" deep, with follover
block end.cover S

29 Cases, card index, 3 x 5, wood, imitation valnut, 10" deep,
with follower block and hinged cover

(39’558,)

UNIT

" Each

Fach

Box

Pkg.’

Pkg.

Pkg.

Pke.

Pkg.

Pkg.

Pkg.

Pka.

Pkg.

Pkg.

Each

Fach:
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* DESCRIPTION UNIT

'

298 Cases, card index, 3 x 3, cardboard, 2-3/4" deep, covered

v with black cloth, with hinged cover - Bach
301 Cases, card index, 3 x 5, wood, imitation walnut, 2a3 /4"
deep, without follower block, with hinged cover -Tach
304 Cases, cerd index, b x 6, cardboard, 10" deep, with follower ‘
* block and cover: ) Each
' L
_—505 Cases, card index, 4 x 6, wood walnut finish, 10" deep, with : _ ‘
follower block and cover ’ Each o
N 1
“ ' Y |
307 Cases, card index, 5 x 8, cardboard, 10" deep, with
follower block and cover Kach
311 Cases, card index, 5 x 8, wood, imitation walnut, 10" deep,
* - with follower block, with hinged cover Kach
31l Cases, card index; 5 X 8, cardboard, .2-3/h" deep, covered with
black cloth with hinged cover Bach
: |
517 Cement, rubber, 2 ounce tube Tube ‘J,
520 Cement, rubber, 1 pint can Pint
%23 Clamps, paper, Ideal No. 1, (1 aoz ., per box) ' Box t
’ : - L
326 Clamps, paper, Ideal No. 2, (50 'oer box) Box .
%29 Clamps, screw, for fastening pencil sharpener to desk ' ' Eech
332 Cleaner, alcohol, denatured, for cleening platen Bottle . i
@Cleaner; type, 2 ounce bottle, with felt dauber  Bottle
338 Clips, paper, Gem No. 1, (100 per box) large Box
(30538) : :
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31 Clips, paper, Gem Noe 2, (100 per box) smail

34l Clips, binder, large, Nos 10, 3/l capacity, (1 doz pér'box)
347 Clips, hinder, medium, Nos 5;‘5/8“Acapécity, (1 doz per box)
350 Clips, binder, smali, Noe 2, 3/8" capacity, (1 doz per‘box)
383 Cloth, cheese, unbleached, 3" wide

356 Cloth, dusting, oil treated

359’Correc£icn fluid, 1 dunce bobtle, for mimeograph‘steﬁcils ‘
362 Covers, Acco=binder, é% x 11, red pressboard, 1" cgpacity
366 Covers, Acco-blndﬂ , 11l x 8%; red ﬁressboard, 1" capacity
369‘Crayons, chalk, school, white

372 Crayons, lumber, black, paper, covered
37§ Cups, spongé, glass, round, 3" diameter

378 Cushions, for typewriter keys, flat, rubber, for all
standard machines except Royal:

»381 Cushlons, for typewrlter keys, flat, rubber, for ‘Royal
Machine :

Cushioﬁs, chair, sponge rubber, »clo»thkcover'ed, 1" thick,
hx 15 . CE S

£ (30538)

UNIT

Box.

Box

Box

Yard

Bach |

Bottle 5}

Fach

. Bach \

BEach

Fach

Hach

- Set

Set

Each,.




; j’,’g TSI
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387 Cushiogs, chair, sponge rubber, cloth covered, 1" thick
17 x 18"

390 Envelopes, 3=~7/8 x 8~7/8, white, printed return and frank,
Office of Strategic Services, Washington, De C.

393 Envelopes, 3=7/8 x 8-7/8, white, printed return and frank,
Office of Strategic Services, Washington, De C. with window

¢

396 Envelopes, L=1/8 x 9%, white, printed return and frani,
Office of Strategic Services, Washington, Dv C.

399 Envelopes, 65 x 9%, Kraft, printed return and frank,
Office of Strategic Services, Washington, D. C.

Lo2 Envelopes, 9% x 12, Kraft, printed return and frank,
Office of Strategic Services, Washington, D. Ce

= 1 peoffi
.03 Envelopes, 9% x 12, Kraft, Inte;—offlce, perfora&gg/

LOS Envelopes, 10 x 1L, Kraft, printed return and frank,
Office of Strategic Services, Washington, D. C.

08 Envelopes, 12 x 16, Kraft, printed return and frank,
Office of Strategic Services, Washington, D. C.

——

L11 Eradicator, ink, two bottles, No. 1 and No. 2
L1l Erasers, rubber, pencil, red
L17 Erasers, rubber, pencilland‘ink

§

L20 Erasers, rubber, for automatic pencil, Scripto, (5 per box)

423 Erasers, rubber, for automatic pencil, Rite-Rite (12 per box)

(305’35)"'

uNIT
Fach
Each
FEach

Each

Fach

Tach

Each

Bach-

Set

Bach
Fach
Box

Béx'




ot

a4

LL7 Fasteners, paper;
(100 per box)

L50 Fasteners; paper,
(100 per box)

Li53 Fasteners, paper,
(100 per box)

157 Fasteners, papery
(100 per box)

open book style

open book style

Gosse)

- 11 -

DESCRIPTION

432 Erasers, knife blade, steel

round head, brass, #2,

round head,

round head,

round head,

L29 Frasers, draftman's, art gum type

brass, #l,
brass,

brass,

#5’

#?,
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L27 Brasers, rubber, typewriter, white, round

L35 Eraﬁers? rubber, "wedge", red; for pencil

h38‘Fasteners) Acco‘#lZ; 1 inch capacity,l(SO per bax)
L1 Fasteners, Acco #2?5 2 inch‘capaciti, (50 per boiLQ/"C7'c
LL5 Fasteners, Acco on‘equal, 3’inch capacity, (50 pef‘b§X)

% inch long,

1 inch long,
1o
15 inch long,

2.inch long,

460 Files, bellows, cloth, Everyday, lettersize, Alphabetical,

L63 Files, bellews, cloth, Everyday, letteréiae, Daily (1=31),

UNIT

Each

Each

Each’

Each

Box
Box

Box

Each

Fach

Each

Fach

Each

Each




L66 Filler,
L69 Filler,
L72 Filler,
L75 Filler,
478 Filler,
(18D Filler,

1187 Filler,
3 hole

490 Filler,.
Lo1 Filler,

493 Folders,

L6 Folders,

@ Folders 5

' V502 Folders,

e . ‘ SOB_Foidérs;

,;SOS'Fo}ders,,

Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1
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DESCRIPTION

binder, 6=3/L x 3-3/L, plain, 6 hole

binder, é-j/u x 3-3/Li, ruled, 6 hole

binder, 9

a

x 6, plain, 3 hole

e

binder, 93 x 6, ruled, 3 hole
binder, 11 x 8%, plain, 3 hole

binder, 11 x 8%, ruled, 3 hole
» ] ’

binder, 11 x 8%, plain, heavy buff, division sheets,

index, for automatic self finding index, (Bates)
index, for automatic self finding index, (Autodex)

flle, fiber, wallet type, red, letter 51ze, square

cut, 1=3/4n expansion, with flap and tie

flle, fiber, wallet type,. red, cap size, square cut,

1-3/4" expansion, with flap and tie

file, manila, lettersizé, heavy, square cut

“~pm——.
file, manila,, lettersize, heavy 1/3 cut, collated—
S - ‘x,;," A . . ~ .

file, manila, lettersize, heavy 1/5 cut, collated

file; manila, cap size, heavy,‘Squére éut

unIt

Pkge

‘Pkee

Pkg.

) Pkg.

Pkg. .

Pkg D)

Pkge

Each

Each

Fach

Each

Bbx

Box

Box

-Béx’ o

- (30538)
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DESCRIPTION ‘ o UNIT
511 Folders, file, manila, cap size, heavy, 1/3 cut, collated Box
51L Folders, file, manila, cap size, heavy, 1/5 cut, collated U Box
olders, file, Kraft, lettersize, extra heavy, square cut ' Box
. 520 Folderé, file, Kraft, lettersize, extra heavy, 1/3 cut, ‘
_collated : ) 2 : Box
523 Folders, file, Kraft, lettersize, extra heavy, 1/5 cut, o
collated B “Box ;
. 526 Folders, file, Kraft, cap size, extra heavy, square cut ' Box
529 Foiders,‘ file, Kraft, cap size, extra heavy, 1/3 cut,
, collated ' ' - Box.
532 Folders, file; Kraft, cap size, extra heavy, 1/5 cut,
collated ‘ . Box
535 (lasses, drinking, 10 ounce ‘tumbler, straight sides. , Each
uards, rubber, spiral,l L ft. length, for telephoné wire Each -
5Ll Indexes, automatic, self-finding, (Bates) [ -‘Ea_"éh
- 5L7 Indexes, binder, Alphabetical, 9% x 6, 3 hole : S'et‘ §
550 Indexes, binder, Alphabetical, 11 x 8%, 3 hole S set
/553 Ink, drawing, pigmented, black, 3/L ounce bottle ' . Bottle |
kil
_(30538)




556

562
565
568

571

(50538)
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Ink, drawing, pigmented, blue,lj/h ounce bottle
Ink, drawing, pigmented, Green, 3/4 ounce bottle
Ixjk, drawing, pigmented, i?ed., 3/l4 ounce bottle
Ink, d:rawingv, pigmented, White, 3/4 ounce bottle
Ink, numbering mach'ine » black, 2 ounce cans
Ink, numbering machinej,' blue, 2 ounce cens—
Ink, numbeg'ing machine, rg@, 2 ounce cans
Ink, star’n}p»pad, black,, 2 ounee ‘ca.n"

Ink, stamp pad, blue, 2 ounce cans -

]
.t

Ink, stamp pad, red, 2 'caunée cans
Ink, stemp pad, black, 2 ‘ounce bé¥€1és, ‘for woddén -gtamp
pads only ‘

Ink, stamp pad, blue, 2 ounce bottles, for wooden stamp
pads only )

Ink, stamp-pad, red, 2 ounce bottles, for wooden gtamp
pads only . _ o
Ink, writing fluid, blue-black, 4 ounce bottles

Ink, writing fluid, green, 4 ounce bottles

UNIT

Boftle
Bottle
Bottle
Boftlé

Can

- Can

Can

Can

Can

Can

Bottle:

Bottle:-

Bottle

Bottle

Bottle

0728R000100040027-1




~"Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1

601 Ink, writing fluid, red, 4 ounce bottles

60k Ink, writing fluid, Sheaffer's- SGrip, Boyalx ‘Blus, permenent,
1 pint bottle )

@ Ink, writing fluld, Sheaffer's Scrip, Royal Blue, permanent
4 ounce. bottle

610 Ink, wrlting fluid, Sheaffer's Scrip, Royal Blue, permanent
2 ounce bottle

6J.3 Inserts, guida, blank, typewriter use, for 1/3 cut “o» metal

 tip guides’

617 Inserts, guide,: bla.nk, typewriter use, for 1/5 cut "B' metal

- tip guldes

620~ Inserts, guide, celluloid windowsy clear, for 1/3 cut “c"
metal tip guidesz

623 Inserts, guide, celluloid windows ’ clear, for 1/5 cut "B"
metal tip guides

626 Labels, franking, gu.tmned white paper, 3 x 5, printed,
0SS, Washington, D. C.

629 Labels, franking, gumued white paper, 4 x &, printed,
: 0SS, Washington, D. C.

@ Labols i gummed, Dennison's #201, white, with red border,

f x

635 Labels, gummed, Dennlson s #205, white, wi‘th red border,

13 x 1- 5/h

{30536)
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DESCRIPTION

-

‘Box

T

Bottle

Bét‘ble
Bgtfie
Bottle
Eé.qh
Tach
Each
Each
Pad

Pad

Box -
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2 x4

641 ZLabels, gumméd folder, 3-3/4" wiaé,
64l Labels, gummed rolqer, 3-3/L" wide,
v 647 Lebels, gummed folder, 3-3/L" wide,
650 Lebels, gummed folder, 3"5/;" wide,
655 Lebels, gummed folder, 5f3/h" wide,
656 Labels, éumméd folder, 3-3/4" wide,
659 labels, gunmed folder, 3-3/4" wide,
662 Leads, for automatic pencil, h‘inch,

(1 doz per pkg)

665  leads, for automatic pencil, M,chh,
(1 doz per pkg) ' .

668 . Leads, for automatic pencil, b4 inch,
(1 doz per box)

671 Leads, for automatic pencil, 4 inch,

674 Leads, for automatic pencil, U inch,

677 Leads, for autometic pencil, 5 inch,
purple, (5 per pkg)

Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1
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DESCRIPTION

638 Lebels, gummed, Denison's #2005, white with red border,
e

blue

buff

cherry

A ——————

goldenrod

Y L ]

green
salmonV/’/‘
white

black, grade HB,

black, grade H,

black grade 2HB—
blue, (1 doz per pkg)
red, (1 doz per pkg)

copying, blue or

UNIT

Box:

Box

Box

Box

Box

Box

Box

Box

. Pkg.

Pkg.

Box

Pkg.

Pkg.

Pkg.

DP§1:00728R000100040027-1
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DESCRIPTION

680 Machines, numbering, metel, 'automatic, 5 wheels

683

689

692
695
698
704

707
708

710

Mechines, numbering, meéal, automatic, '8 wheels .
Machines, numbering metal, auﬁomatic, 6 wheels;
Machines, paper fastening, for spool of wire, Baﬁes B.?
Maéhinea, baper f&stening, Ace Pilot ? .

Mailing Tubes,‘l, 2,.& 3 1ncﬁes india

Mucilage) gum, 1 ounce tube, with 8elf closing top and
8preader

e RUTEE VRS koL

Mucilagé, guﬁ; 3 ounée Bo%tie; with brush
Mucilage, gum 1 gt. can ¢

Notebooks, stenographer's, stiff cover, spiral bound,
4 x 8 norizontal ruling only

713V Notebooks, stenographer's, stiff cover, spiral bound,

716

719

(50556)

6 x 9, center line and rule on both sides
Notébooks, office memo, canvass, 8 x 5%, 192 pages, ‘record
ruled, #5017k

v

Noteboéks, office memo, canvas, 10% x 8, 200 pages, record

-ruled,, K A-Z indexed in front and paged, #50177

UNIT

Each
Each
'Each
Eéch
Each

Eech

.Bottle

Bottle

Can

Each

Each

Each

Each
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DESCRIPTION _ uNIT

722 011, typewriter use, 1 ounce bottle : " Bottle
725 01l can, for typewriter oil : ‘ Can
728 Openers, envelope, steel - o v anch
751 Pads, calendar, folding type, small, (ordinary) - . - Pq&
734 Peds, calendar, folding type, large, (executive) ,:‘Pad‘

737 Pads, desk, for blotter, 19 x 2k, cardboard with imitation

leather corners e P LPad

£ e /), ’j \‘ N T i, ‘J(:‘Z/é/cfﬁiit‘ ,:" 24y S _ ) v
740 Pads, finger cots, ruﬁber, size 11 » “ ~ Each
743 Pads, finger cots, rubber, size 113 ' Each
750 Pads, finger cots, rubber, size 13 S _~'Eadh
753 Pads, finger cots, rubber, size 1k E . ‘Eaéh
756 Pads, stamp, nainsook, 2-3/L x 43, No. 1, dry .Eﬁch
759 Peds, stamp, nelnsook, 3% x 6%, No. 2, dry ) . Fach
762 Pads, stamp, nainsook, Ui x 74, No. 3, dry " - Bach
765 Pads, stemp, wooden block, 2-3/ x 4, black-inked . Hech

(30538)
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768 Pads, stamp, wooden block, 2-3/4 x Ui, blue-ih}ced .~ Each
771 Pads, stemp, wooden block, 2-3/4 x 4%, red-inked Tach
774  Pads, typewriter, black felt, 11 x 13, 3/8 inch thick . Eech
777 Paper, 25% rag bond, 8 x 10}, white, P?op # 450, Sub. 4o  Pka.
783 Paper, 25% rag bond, 8 x 124, white, Prop #464; Sub. 48 Pkgi
/"/ . ‘ ) B ‘
78?/ Paper, 25% rag bond, 8% x 1L, white, Prop #470, Sub, 48 e Pkg.
789 Paper, 25% rag bond, 1l x 17, white, Prop #.470, Sub. 48 Sheet '
792 Paper, 25% rag bond, 16 x 21, white, Prop #451, Sub, U8 -~ Sheet
795 Paper, typewriter, 50% rag menifold, 8 x 103, blue : Pkg.
798 Paper, typweriter, 50% rag meniflod, 8 x 10%, green R Pka.
801 Paper, typewriter, 50% reg manifold, 8 x 103, pink . Pkg,
8ok Paper, typewritér, 50% reg menifold, 8 x 103, whiteg Pkg.’
807 Paper, typewriter, 50% rag menifold, 8 x 10}, yellow © Pkg. .
PO Paper, typewriter, 50% rag menifold, 8 x 123, white : Pkg. {
\ | A | | g
\ Paper, typevriter, 50% rag menifold, 8% x 14, vhite Pkg. ‘




im
e

817

820

835

836

838

Approved Fox Release 2003/01/27< QU\-RDPS1-0072852Q0100040027-1
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DESCRIPTTON
Paper, typewriter, 504 rag manifold, 14 x 17, white
Paper, typewriter, 50% rag menifold, 16 x 21, white

Paper, typewriter, letterhead, printed bond, 8 x 10},
0SS Washington, D. C. — '

- Paper, typewriter, letterhead, printed tissue, 8 x 10%,
0S8 Washington, D. €, '

Paper, typewriter, onion skin, 8 x 10%, white, gpp Prop #365

Paper, cardon, typewriter, 8 x 10%, (100 sherts to box)
(4 pound) :

Paper, carbon, typewriter, 8 x 124, (100 sheets to box)
(4 pound)

Paper, carbon, typewriter, 8 x 124, (100 sets to box)
(7 Llo.) .

g 7 ; i
Pagor, carbon, typewriter, 8% x 1L, (100 sheets to box)

//(ﬁ pound)

&

841

- 8hk

Paper, carbon, typewriter, 1k x 17, (100 sheets to box)’
(4 pound) , ' , ,

A

Paper, carbon, typewriter, 16 x 21, (100 shests to box)
(4 pound)

Paper,\carbon, typewritef;glé x 21 (100 sets to box}(7 1b.)

Paper, computing machine, 2% inches wide

Paper, computing machine, 3 inches wide

Paper, computing ﬁéchihe‘5-15/32 inch wide (refills for memo
pads) Co ‘

::81

g

|

Shts,

Shta/

Pkg.

! Pkg.

Pkg.
Box
Box
Bpx
Box

Box

- Box

. Box

Roll .

Roll




871
87k
‘\__ ......
880

ﬁ 883
886

889

co
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DESCRIFTION ‘ URIT
Paper, gummed rolls, for sealing machines, Kraft , 2" wide Roll
Paper, gummed rolls, for sealing machines, Kraft, 5" wide Roll
Peper, manuscript, cover, & x 10%, blue . © Sheet
' Paper, manuscript, cover 8% x 15, blue Sheet

Paper, stonotype, folded sheots, 2-3/8 inches wide,

-100 ft, puok’age . | Pkg.. .

Paste, ‘librery, white , in Jars, with brush, 5 ounce . ' Bottle

Paste, libarary, semi-liquid, 3 ggﬁce tube . o Tube

Pencile, automatic, U inches long, blackl ? v Each
/Pancils, .automa‘qic , 4 inches long, red ? Each
Poncils, checking, thick load, black Zach
Pencils, colored,,y k’ri}.uin lead, hexagorial, Venus Unigue, blue' . Each ;
Pencils, colored, thin lead, hexegonal, Venua Unique;.browns Eacﬁ

- : '

Pencils, colored, thin lead, ilexmgonal, Venus Unique, green '  Bach
Penciis, colored, thin lead, hexagopal, Venus Unique, orange Tach
Pencils, colored, vthin lead,. hexagpnal, Venus Uniqué s pﬁr}ple Each
Penci‘ls, colo:'ed,‘ thinvlver:u_l, hexagonal, Venus Unique, red - Each

Pencils, c_olored';, thin léa@, hexagpnél, Venus Unique, red
and blue o ' o 2

N

" Each.




Rz

av

90% Pencils, colored, thin lend,
90k Pencils, colored, thin lead,
907 Poncils, colored, thin lead,

910 Pencils, colored, thin lead,

#1116
913 . Pencils, hexagonal,
91k Poncils,‘hexagonal,
917 Peﬁciis,‘haxagonai,
920‘ Pencils, hexagonal,
92%  Pencils, héxagonal,
926 - Pencils, hexagonal,
929 Penéils, hexagonal,
932 Penciis, pexagonal,
'955 Pencils, hexagohal,

938 ©Pencils, hexegonnl,

Pencils, indelible,

Penclls, stenogrupher 8, round

rubber tip, No, 2

'No. l, soft

"(50558)

black,
black,
black,
black,
black,

block,

bleck,

black,

black,

black,
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Venus
Venus
Venus
Venus
YVonua

Venus

Venus

Venus

Venus

Venus

hexagonal, Venus Unique, violet
hexagonal, Venus Unique, white
hexagonal, Venus Unilque, yellow

agsorted, 12 color set, Venus

No. 3800, grade B
No. 5800, grads 2B
No. 3800, gr&de F
No. 5800,‘grade HB

No. 3800, grade H

No. 3800, grade 2H

No. 3800, grade 3H
No. 3800, grade LH
No. 3800, grade 5H

Yo, 3700, grade 6H

copying, medium, with protector

4 inch diemetér, without

;E9h7,,Poncils, writing, hbxagonal, blnck lead, With rubber tips,
x ' : :
\

UNIT

Fach
Each

Each

Set

Each
Each
Each
Each
Each
Each
Each
Each
Each

Each

Eech

“ Fach

. Each

1
1
{
i
'f
|
]
{
{
|
i
i

!
i
s
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DESCRIPTION

950 Poncils, writing, hexagonal, black load, with rubber tips,
No. 2, medium ' - .

953 Pencils, writing, hexagonal, black lend, with rubber tips,
No..3, herd ' ,

954  Pencils » Writing hexngonel, black lead, with rubber tips,
, No. b, Extra harg :

956 Pencils pointers, sandpaper, peds, on'wood ‘paddie

959 Penhiolders, wood, black or red, with soft rubber tip

962 Penracks, glass

-

,

965 Penracks, motal framo, spirel

968 Pens, writing, stecl, assorted, (% gross bog)

971 Pen sots, desk,: clerical\type, single

\ N

97k Porforators, two hole type, II, 2 3/L4" conter to center

980 Perforator heads, extra, for adjustable punch; v

985 Pins, bank, No. 4, pyremid

e,

(987) Polish, for furniture, quart can N

black, record, medium-inked

0538)

295 Ribbions ,_,typeﬁriter, Noiseloss and Remington Model 17,

g -

UNIT

Each
Each

Each
‘Each
Ea&h
Each
Each
Each
Each
Each
. Each
Each

Eaéh

Each.

.
1




DESCRIPTION

996 ‘Ribbons, typewriter, Royal standard, black recordy
: modium-inked

-

999 Ribbions, typewriter, L. C. Smith stonderd, black record,
medivm-inked : . '

1002 Ribbons, typewriter, Underwood, stondard, black record,
medivm-inked . ' ’ ‘

1005 - Ribbons, typewriter, Woodstock, stendard, black record,
nmedium-inked R . : ‘

" 1008 Reinforcements, notebook, gummed linen, £" hole

i 1111° Rulers, wood, brass edge, 12 inch

111k Rulers, wood, brass edge, 18 inch

1117 Rulers, wo§d, brass edée, Qlt‘inch

1126 Shears, office, 9 inch

1129  Shields, erasing, metal, nickel-plated

ms2 Signals, file, steel, projecting head, light blue

1135 signals, file, stesl, projecting head, light green

'signals, file, steel, projecting hoad, light red —

Approvef'ﬂ',f“,For Release 2003@%] : CIA-RDP81-00ﬁ8R000100040027-1
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UNIT

Eeacl

Eaéh

Each

Box

Each_

Each
Each
Bech
Eaﬁh
Box

Box-
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1141 Signals, file, steel, projecting hé&d, orange Box
1144  Soap, soft, hand ‘ Ceko-
1147 Soap, grit, rgxeciwnics , b ounce cakos . Cako
1150 Spongoes, smalll,, for 3" diameter sponge cups Each

Stemps, dating bend, #1%, medium, with b circuler ‘

rubber bande: Each

Stands, calendar, for emell Gem pad, (ordinary) Each

Stands, calendar, for large Jumbo pad, (executive) ‘ Each

Staples, wire, for Ace. Pilot stapling machines - Box
1165 Staples, wire, roll on spool, for ].3.93?99},EE?RJ,:@RS.,E%ZQBE Spool
1168  Staplo Removers, Ace. . - Each
ll’?i S‘Gencils, dry process, 8% x 15, letter silze Quire

) . . (-

1174 Stencils, dry process, 8% x 18, legal siza . ‘ Quire.
1180 Supp_orts, metal, for building up wooden dosk trays , ‘
o (4 per set) v ' c ' : - Set

' Tabg, index, celluloid, 3/8" wide, visible, insert type, , ‘

: R . Foot

~blue,. 6 inch strips:

00728R000100040027-1
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1186 Tobs, index, celluloid, 3/8" wide, visible, insert type,
clear, 6 inch strips . Foot
1189 Tabs, index, colluloid, 3/8" wide, visibley insert type,
: green, 6 inch strips , _ Foot-
4192 fabs, index, collulold, 3/8" wide, vieible, insert type,
rod, 6 inch strips » Foot
1195 Tabs, index, célluloid, 5/8" wide, visibia, insert type, : :
yollow, 6 inch strips . Foot
i198 Tabe, index, gummed cloth, Alphabetical, Dennison's #16
or equal, (Ll alphabet per box) Box
| : : .
' 1201 Tabs, index, gummed cloth, plain, & inch, Dennison's #3 . '
or equal ) . Box
Tabs, index, gummed cloth, plain, % inch round, :renr';son"s/ .
#12 or equal . o ' , Box
Tabs, index, gummed cloth, strips, 6 inches long, % inch,
(12 per box). ‘ Foot
. —— e - .
Teblets, 3 x 5, plain, white : R _ Each :
Tablets, 5 x 8, plain, white o L Hach :
Tablets, 5 x 8, ruled, white , " Fach
. Tablets, 8 x 105, plain, white ' Tech ;
l; Toblets, 8 x 10}, ruled, white o Each -
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’ DESCRIPTION UNIT -
1227 Tablets, 8 x 10%, ruled, yellow Each
TABLETS, COLUMNAR, 50 Sheets per teblet
: zvf?.}o 4 colums, with neme space, 8% x 14, white, GPO Prop #501.01  Bach
] ifll_.zjj,?é columms, with neme space, 8% x 1k, white, GPO Prop #50103 Each !
! 1237 6 columns, with name space, 8% x 1Y, yellow, GPO Prop #50107 Each
471240 )10 columns, with neme space, 14 x 8%, white, GPO Prop #50110 . Each
1243 10 columns, with name space, 14 x 8%, yellow, GPO Prop #50115  Each
) '»@%)B columns, with neme space, 17 x 11, yellow, GPO Prop #50125 Each
1249 18 columns, with neme space, 25% x 14, white s GPO Prop #50140  Each
1252 18 columns, with name spacey 254 x 1, yellow, GPO Prop #50145 Each ,
1255 25 columns, with name space, 34 x 14, white, GPO Prop #50150 Each }
1258 25 columns, with neme space, 34 x 1k, yellow, GPO Prop #50155 Each -~
1261 Tackk, mapj,1/8" round ihead;,bléck:: Box
1264 Taoks, mepy,1/8" round- heed,, blue.~ Box ?
; 1267 Teoks, mep, 1/8" rdund-head,’ brown Box' i
b . N . }r
{g%;il 4 1270 Tacks, map, 1/8" round head, green” Box



)

--1275 Taoks,
1276 Tacks,
1279 Tacks,

1282 Tacks,

1285 Tacks,

1288 Tags,

Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1
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DESCRIPTION

map 1/8" round hesd, ved -~
mep, 1/8" round head, white -~

: ‘ e
map, 1/8" round head, yellow
map, 1/8" round head, orange
thumb, 4", nickel, (1 dez ‘per block)

shipping

1291 Tape, draftsman's, "Scotch" masking, bufi‘, 1" wide, lO

. yard roll

1294 Tape, draftsman’s, "Scotch" masking, buff, 1" wide, 60
yard roll

1297 Tape, gummed, linen, black, 2" wide 5 yard roll

1500-Tape, gummed, linen, white, 2" wide, 5 yard roll

1303 Taps,

‘ o :
1306 Tape, gumned, transparent mending, cellulose, 3/4" wl.de

gummed., ti'ansparent mending, cellulose, 3" wide

300 inches on metal dilspenser

-

'1509/Tape ’

’

gummed,, transnarent mend.ing cellulose, 1" wide/

T2 yard roll

A 1315 Trays, desk, lettersize, mets;l, olive green finish, 3" deep

UNIT

Box
Box
Box
Box
Bléek

Each

Roll

Roll

Roll

Roll

Roll

Roll

.,Roll

* Bach.
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UNIT
; o . = N
pPI0N TaC
DESCREES 10 deeD
. : "2
. od Valﬂ“t' finigh’ 2 R ‘Each
w0o00y
lettaraizey ‘ oy 468D
a, welnut giniedy <2 .
osp 81201 YOO a vells Ball
). poun ‘
cable 1pi8, #1827 k k
whit pall
- i )
goft finish, wrepptn8 1nut £inieb gech
o moheé at TOPs 8> Y
1
. fi‘ber) .
round
L ounce sbicke ' geoh
in :

. d,
pling, ¥°
oxy B° -
1555 W rounﬁ-
. 1888y
Joightss papeTs plaip s» |
. 1336 WereT

&
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Folders,
11/5 out,

i Polders,

Fold.ers,
l/g cut,
sFolders,
, 31/5 cut,
*“gFolders,
11/5 out,

i

[

Folders,
1/5 cut,

bt

f I‘olders »
_1/5 cut

,, i Folders;
,1/5 cut,

—_—
b

i
!

" .
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- Speciel Supplies -

m"Pa.peI', Type B, 8 x lO“];_"" 20 1b, basis c..o‘.o.o...-.aooc-'y-.con‘nlo-.io-o- ream
Paper, Type By, 85 x 14, 20 1b, DASLE eueeeiarasseoransossssessonsossss TOAM

Paper, Master C&I‘bon, 8x10‘% o--u‘-ooo-onu-o-oocooco-ooo@o-aoc----o‘na‘urbox
(100 setes per box) ' ' L :

\} Paper, Carbon, blue, 8% x 1U seesesesssseerecesssntrressncenssesgsess DOX

i (100 sheets per box) : ‘ :

lPaper, Mastel‘ &—xlh‘ 2k 1b. basis.o-.o.cvcuo-..onno-caoll-o-goooo-on ream

‘| Folders, file, green, pressboard, 1" expansion, metal tabs,
H 1/5 C'l.l'b, letbersize, collated.............-.........-p...-.;..p.u..'. box

file, green, pressboard an expansion, metal tabs,
le'bte:t'size, COll&ted--.....;...--u..aco.itouool-nootollonncc. box.

file, green, pressboard, 1" expansion, m etal tabs,

1 1/3 cut cap size, lst positlon........................................ ea,

file, green, pressboard, 1" expansion, metal tebs,
cap size, 2nd position....................................... ea,

file, green, preesboard, 1" expansion, metal tabe,
cap size, 3rd posltion.......................a................ ea.

-file, green. pressboard, 1" expansion, metal tabs, ‘

cap size, lst posi*ion............................J.......... ea,
IR

file, green, pressbdard, 1" expension, metal tabs, . .
cap SiZe, 2nd- pOSitiOﬂ--.-.-oo....---.o-‘p-oo------o---o-tnlun ea,

file, green, pressboard, 1" expansion, me’cal tabs ,
cap size) 51‘(1 posi‘tion...-....--.o-.-...-o-.-..n............ ea,

file, green, pressboard, 1" expension, metal tabs,
cap Bize, )'H'lh posi‘bion..........-...-...........n-.«..-..... eao

file, green, pressboard, 1" expansion, metal tabe,

cu‘b Gap SlZe, 5th position,.......-..............u..--u..u-..u esa.,
OFluid, gal J&Is..nooacon--.uuooq.oo--uuon.aaoooococolaocoocon-c JEI' .

:

\vHand cream’ 6 lbo Jarsalottooctiiool.l.Onoololtoocotcococ'ooltto J&r

‘\Stan-d-ard-DuPliCE.ting Fluid.acno-nslncouoo-la..c-cua-nu;ooloclooonsuo-o Jar
(lgal. jare)
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RUCTRICTTD

CENTRAL INTTLLIGTNCE GROUP
Washington, D. Cs

'6 February 1947

MEMOR AR
HUMBTH

SURJHCT:  Procadurc for Requisitioning Supplies, Nquipment
and Servicess.

EFi’IBCT T UNTTL 30 June 1947 UMLESS o(‘O} R Vt"SCTI"D

1. GENERAL-

ThlS order is. aple.c able to the promxr ment, storage
- and issue cf all supplies, equipment and services required-
i Lor the operations. snd activitizs of the CeleGe Unless:
harein mccept"d, or othierwiss spacifically designated, the
Txooutive Tor Peorsonnsl and Administration, the Chief,
Sarvices D:u.vvsnon and the Assistant Chief'y S»rvices Div‘isj on
shull be the sole agents for the ps 'Iformmmw of the above:
funciicns, and any unauthorized action, obligation or wom-
mitment on the part of any cthar individual .rl]l not, he
reco;nizad or hongrad by the C.I.G.

2, MITHODS or RIQUISTTIONING

Form No. 36-7, Requast for Supplizs, Wquipment and
Servics:s shall Lo usad, exce pt as otherwise -stipulated, to
requisition all supp1 ins, equipmsnt or servicas. Requisitions
will be submitted in an OI"lF’lllal and two carbon copiss and a
sgparate 1’\,(11,1.1‘”.1413101’1 will he madn for sach of the Toll owing
clasass of supplies or sarvices: o

. * N
N , Co Hxpendable Office ‘Smplies
' hon-Txpendable 0ffice Bquipment
Communication Supplizss and Tquipment
e : ) Oparationgl Supplies’ and Equipment
Lo : Mrdical Supplies and r‘qu:.pmﬁn*r,
© o Gonlractual Sivvicas
Haintenance and Repair Se rvice,
and Space
Reproduction and Pri ntlr'g (on
Form 36-2) E .

+ RESTRICTTD -
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3, BXPTHDARLE QVFICT SUPPLITS

To eliminate the storing of stocks of supplics and equip-
ment in the vearious branches, the Supply Section, Services
Division will maintain adequate quentitics of administrativc
office supplices and forms as listcd in tha G.T.C. Supply Catalog.
Tha dascripbion of items and stock numbsrs as listed in the '
Supply Catalog will be used in proparing requisitions in order
teo prevent confusion and unnccassary drlay in.filling requasts.

" my obtain office suppliss and forms listad in the Supply Catalog,
Form Ho. 36-T may be initiated by any responsibls officar of the
using oflice end forwardsd diractly te tho Supply Section {Base—~
ment, North luilding), Sorvices Divisicn. Dalivery will normally

be made within 2k hours o thz location -indicated on the requi-

siticus The raceiving officer will bo requirad to sign for
receipt of the supplizs on a copy of Vorm Noo 36-7 which will be
returned to the Supply Sectien. In eartain instances, whore the
nesds or the size of an office justify, s small supply of ox-
pendable office suppliss and forms may bo steeksd by thoe offices

For current usz. Howaver, in no instance will an cffice be
alloved. to stock more than a normal. one menth's supply of expend-
able supplics. : '

lle * NON=-SXPRNDABLYE SUPPLIRS AND BOUIPHMENT

Requssts For ail itsms of non-expzndable equipment and
supplice, including madical, communicatlons, and operational
pauipment, will ho preparad cn Form Ho 36-7 and approvad hy
dzsignatad Branch Supply and Property Officors and ferwardoed
to the Supply Saction, Sorvices Division. The correct. nomen-
clatura and stock numbsrs @s listad in the ¢,I.G. Supply Catalog
should be uszd.in preparing such requisitions. The Supply
Saction will maka delivary of the iteoms and will securc -tha
signature of the rszsponsible receiving officar on Form 36-7 as
svidence of receipt of and assumption of responsibility for the

2)

K propartye
: 5, RIPRODUCTION AUD PRINTING S B :

The Reproduction Sectien, Ssrvices Division is rosponsihle
for processing all raquisitions for printing, duplicating, mimeo=.
graphing, lithographing, ste., and composing operations. Any

“office roquiring such ssrviczs shall submit a'requisition in
, , _ duplicate to the Reproductitn Section on Form. 36-2, Reproduction
Lo e Meauisition, specifying the type of production job required.
‘- : ‘ and atbaching texts, samples or exhibits of the work to be done.
: Raquisitions for the reproduction of procaedural igsuances, ngw. .
: forms, or tha ravision of forms must be’ approved by the Proceduras:
SO G Unit, Finance Division prior to submission to. the Reproduc tion-

Lo . “gection. Tha rsproduction of classified.documents will not be . S
8 RIESTRICTTD
B . e
g Al i B .

mes

k
&
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curement decunant from tha ¢

Smit a reguisition to the Supply So
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3

requested excepb upon specific approval by proper suthority.
Upon' cempletion of a reproduction job, delivery will be made
to the place indicatad on tha requisition and a signad copy
ol the raquisition® evidencing receipt of the job will be re- .
turned: to the Rzproduction Saction,. The existing reproduction
facilitiss used b’y thf> oni, FEIB, and Documents Dranch for

the reproduction of Daily and Weekly Summarizs, Daily Reports,
Accession Lists, r.md translation of documents will contirue to
be usad without razgard to tha above procedures. The procedure
for rmro:'uctnon of intzlligance mg\i.-ar':_'\l will be covarsd by
separats instruction, o

6, CUPPLIWS AND TQUIPMTIT NOT CARRITD IN STOCK

Requests for supplies and equipment which are not listed
in the. C.I.G. Catalog should be initiatad hy responsible
officirs on Ferm 36-7, apuroved tj drsd. rnamﬂ ranch Supply and
Properby OUTicers and Torwarded to the Supnly Section, The
requisition should irclude a (,ompl,tc: dcscz iptiont of the itenm
required, source of supply if available s model numbar, or
..*>acn.iJ.r:atioJ'.'s and sketeh of tha item vhan necessary. The
proparly doesignated offic:rs in the Sup r_l_" Saction will pur-
chage or otharwise procurs ths requested item in accordance
wibll applicabile Zationse Requisitions shall be submittod
as far in advanse of requiremonte as circumstances parmit in
ordar %o allow as much time as possibla Lo offact prncu‘('r\]‘wn'{‘.
The ordaring of fice will r'm. 2ive a mmberaed copy of the pro-
ALL items procured
from outside sourcas will ba Supply Seclion,’
Storags: and Issue Undt only, t‘nr orcvm' inspection, Altor
making inspecllon of ohs lf,,m vy Shorage and Issue Uit will
maka 1":3~dcl.war" to theo ].oca‘ i .nch.caw_.d on the requisition
and will securs from the .x y officer thraee signed C\pl"’a
of Dalivary R:uc :ﬂipt, Form He —-.10.

Te - CONTHACTUAL STRVICHS

1

An'f oifice desiring the rantal of space or oquipment,. or .
+ 1. -4 »
the instzllation of and/or loasing of communication or utility
Lacilities or special contractusl services of any kind will sub=
m i tion, Sarvicos Dividion on
TForm o, _3:;-,, giving compleot 2oalls and ‘spacification of tho
sorvicr deslrads  Undar no circumsbancss shall negotiations be

‘carriod . en or any centracts or agr: -"r'l”’ltb b2 antared into or

any oblipations cr commitmants mads Tor con trac tual sarvicas.

sexcept by oroon specific approval of tnz ‘:.x :cutive for Persomnel

and Administration or a nroparly ,:uthor Lf,m' acting f'ficer
ol the Sorvices I‘JVJ.SLOII. - . e : ‘

I;—s(;r 010 TnD
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B, SPACT, MAINTTNANGT AND RIPAIRS

. Any office desiring structural alterstions or repairs
to buildings, electrical or carpsntry work, or repairs to
equipment or machinery should submit 'z requisition on Form
fos, 36-7 to the Supply Section, Services Division giving
spacific dabails of the services desired, (EXCTPTION:
Repairs to and changss in combinations of safes shall Ve made
only by the Sscurity Division por Sacurity Regulations dated
20 ‘Getober 1946,)  The Supply Seétion is also responsible
“for allocations of spaca and physical moves batween offices,
and requisitions for additional space or the moving of fur-
ritur: and gquipment. should-be initistod by the requesting
officar, wpprovad by ths Branch Supply and Propecty Officar
and forwardnd to tha Supply Saction, Services Divisiong ' RS

9+ PRCCURTLMNT FOR_OVERSTAS OPTRATIONS

The procedura covering procurauant for ovarsaas
activiting will be issued in.a separate instruction,
N t .

E?‘. : - _ , T ‘ STATINTL

Tolonal, ALD
Exacutive for Personnel
and Sdministration
Attachments - None

Distribution: A

" RTSTRICTSD
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CIRAL  TITTHLTLIGEUCT) GROUD § K :
Newr Wer T)o sartnars Building i
"1:3\, and Virginia Avemie, He e
Waohington, De Ce ‘

6 February 1947

T

EORAIGD FOR ALL BEPLOYRIS, OI¢ ‘ . ’ Sk

SU’BJ AT 1446 Incomg Taz Rebwrns

. The Ters on'ml Relationg Sechion, in "Jpera'l;ion with Finance and
Legal Divicions of Ceo Te e, has mado arran{;hmcn i8 to provido asgistance .
“;o all cipleyo:s of this apeusy ih propering and I‘:LJ ing 1946 income tax

iU ,

--rr'-n :.C*lcm‘i:bd and have al shended the Bureau of Imbermal’
Moole fnoa gesuly thoy will be dn a position o
LG m.cn. 'I“v‘s se*:‘\r“'cn will be available betwecn

s. nanad bolow may be contoc Lcd‘

four e,-'..\gl Sy ees
Nevenug's Incomo
provide advice 2
10 Februnry ond L
For anpoiirbior

"STATINTL

Tt is requested that those anbicivesSing thesed for such service
mpko arripgements ab an carly dabe following Febe 10th in order het. the
ac.'.ln.u:.e.s' end bine of vhese individuals may be apporiioned in such a way
; all employoess may be sorveds i

each employes have in his possescd ion ot “Lhe
:information, and if such is done nok more
asee Tax forms

Tt is al g0 regu
tine of the appoin
than 15 or 20 mi
will be aveilable ot 'bh:‘v.s

wtes .snould qc rcqulrm_i to handle each ¢

MCe

ince the ciroumstances surround: R the assipmmerts and work guams '
of Uha individuals named 1 ebovs mey vary appo intn w‘cs will be mauu in”

.y
i these clrcumstnuces

neo OI‘U‘"’«.C“‘ WL

CSTATINTL - T

» Pors onn el D:L*rlsm;y




Ve

. STATINTL

STATINTL

“through' your hdministrutive Officer, to the Personncl Division, whore record:
©will be made of applicution cards sent to the ¢ivil Service Commissions -

.not 1atgrithan‘the'closu‘of business 11 Fobruary 1947,

e Apprgvgd ‘_F‘or Rele_ase 2003/01/27: :"'CIA-RDF”B1-00728R0001v0,0040027-1
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‘ I CENTRAL INIELLIGENCT GROUP T
New Yiar Department puilding
21lst and Virginia Avenue, N. W.
Washington, D. C.

4 February 1947
MEMORANDUM FOR ALL TMPLOYERS, CIG

SURJECTs  Announcement of (Givil Service Commission
Franinations for Clerk

The Civil Service Commission hus announced exsmination (anncuncement
74 Looal) (assembled), for probational appointment to the position of

Glerk; Grades CalF«1 to Call-4, inclusive, with basc saleries from 41,756

to 2,594 o year. Tho purpese of this examina%ion is to establish registers
from which permenent appointuments will be nade.

Aimong the types of Clerk positions to be filled from this examination
sre: anccounting, fiscal, audit, stebistical, time, leave, payroll, gppoint-
ment, personnel, information, stock, purchasing, property and supplys
traffic, correspondence, editorial, proof-reader, mail, file, record, etec.

Anncuncements have been forwarded to all fxecutive and Administrative
0fficers within CIG and will be made available to you. Copies have also
been placed on all CIG bulletin boards. Wames and locuotions of Txecutive
end Administrative Officers sre as follows: ' :

Orgqgipgﬁiﬂg ‘Tame : Huild%gg_g_Room Txtension
080 fue 1043 STAT
ORI Central 227 L
Cé&D New War 2264 o
PEA and Tixec.
Offices New Viar 2164
' Pinance - Central 209
Personnel ' Torth 118
Services Worth 200
Communications South 209 T
203
610

Tt is iwportant thut all employees who are interested in making appli-
cabion for und tuling this examination read carefully all information con-
tained in the unnouncement to determine whether or not they meet the
entrance requirements. (S8 roverse side of snnouncemonts ) !

At this time, it is necessary te file only‘card Form 5000AB. Mowever,
it is important that 2ll informution requested be furnished on this card.
This Form muy be obtained from your immedinte supervisor or from ofiicials
listed abovu. ) ) g :

- Phe armounceient stutes thut the upplication card should be,forwaﬁded{

directly to the Us 5. Civil aorvies Comnission, Washington 285, Ds Ce - How='
evor, _the Personnel Division, CIG).desirus'thut'thusc cards by forwarded”

S AY4hough the ¢losing daty for. recuipt of wpplicutions by thu Civil - = Tt
‘Sorvice Commission is 13 Fobruury 1947, it is important thut those who- ey ﬂl- :

“file application curds for’entraonce to this‘uxumihmtion conpleto the:cards ' S

wnd placo them in {47 hunds of thair.respectivn‘Administrutivg_Offipe:s

STATINTL

/|
’




STATINTL
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~ with persounel. aoiiong 4

16 Joxwary 1047

HERORARDUN TOite ASHTERATT DIRPOTOR, SFEOYAL UPERATIONS

‘ ABSISTANY DIRVCTOR, OFFICH OF OPRRATIONS
ASSISTANT D1 RECPOR, RRVORDS AND BETTHATES
ABSISPART DI RECTOR, COLLECTICY & DISSBIVATION
CUTTP, INTREDRPARTHENTAL FAFR
BIVISTON CRINMS, PERSOMITL AXD ADMTHISTRATION

~ BUBJECTy Leglalative Listoon,

1. Confiraing the snnouncoment of the Executive to the
Diractor, it is desired thet x11 legislative liaison fop Colletie bo
concentrased in the Legialative Liaigen Division of Personnsl and
Administration, ‘

 Te The following broad sutline will govern the rolations
ol indiridunl menlars of C.l.8, divisions and officos with roforence
to loglaletive Yiaimgn, ' ‘

, . (8) EKoubinm calls recelved by emy member of ¢,7.c,

from Congrospionel officos will be roferred to Mpr. Felter L. PLorzhiolimer,
Chiaf Logislative Lisizon Division, ¥ & A Brench, (Exeoutive

oxhennion for sction. Thim netion will 4naiude recuring The .
nocessary Information from and coordinetion with interestod o Picen

in the propuration of raply furndshed the Congressional office,

' . (¥) other than routine Congressional calls, such
ag calls from porsonel frionds, will be handled in sccordence with
the recipients knowledpe of the caller and hiz probeblo reagiion,
#hon poasible the ¢all should be trented ar provided for in PETO-
graph 2 (8) sbove, When the ap anes of personsl attomtion ig , ‘
deaand necessery, the recipfont shouli unecept Lhe request and promise & v
proupt reply.  The reciplont will then foliow procedure outlingd i
parazranh. 2»‘(4}&!&07,«,0:&0;3& that: the reply prepared by LID will be

§ B .._ g ’ A T s -
supplied the ’W‘M . O@'W’“Sﬁ‘m &o. the Congressional caller,

{o) - Separate instrustions have been isiued dealing

TRAFing angressionel inquiry

. B “. .AA' i a . ‘
R ay ﬁhuﬁxﬁw&l’ﬁ%gr«c. Io Go fitelligence matorial - - .
will e the. reaponsibility of the Gffice of Colleetion and Dismanination
- after proper coordination wibh the .thi’;;at-im‘ and Lisison Divi sion,

STAT

P e i e




i

(8) Roguests for Congressionsl materisl, except
intelligonen doownenbs, will be chamneled through LLD,

(£) noutino Comgressional mril will be routed to
WD for wotion. : ‘

3¢ The above inmtrustions are not to be congbrued ap
provonting the contimmiion of existing personal relationships with
. . mambors of Congross, but dose require the cerbralization of official
¥ rolotions in the LID, PhA. ‘

BOR THE DIRECTOR OF CBNIRAL IATRLLIGEMCD

STATINTL

Brecublye for Porsonnel
STATINTL and. Adninistyetlon
winpl

: on:  ¥re J. H. Lighteey
\S Hr. Hdward Re fmunders

CHRE chran o - -
o  Geobral Resords - 2 ‘

o wmws T s
| STLTMDG BEVHOH

RDP#1-00724R000100040027-1 - .
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20 Deocewber 101

o
VENOZANDUL TOR: ALL CIG PL;
SUDBJILCT: Legal Moliday «= IZew Year's Dav -
1. Hew Year's Do, 1 Janunry 1047 is a lomnl
ALl ery-lovrenr nic emcused from dut '

on Shat darr, encent

S LT LI L I D Ayt A . ' J ;
arc nortally required o bo on Aduty during non-vopl

neriods.
2o T6 will ve the resronsibility of tho fgsistant
Pircctors and Chiofs of Divisions, Perso=:

el oLdinistrative Jranch,

to nrovide an adequate stalf on this darv.
{ N

YORTHL DIIL.CTCR OF CLITOAL TUTULIY GER

STATINTL

Colonel, AGD-
Exccutive for Personnel
and Adninistration

’

EFYECTIVE 30 JUNE 1947, CIG MENORANDA WILL REMAIN TN FORCE UNTIL CANCELLED
| ST OR SUPERSEDED - ~ Rt S

~
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18 December 1946

‘\ - N T

LTEORANDUL FCR: A1l CIG Personnel

SUBJHWOT: Location of Central Registry Units

l. " Effective 20 December 1946, the courier and Central iLail

Units eof the Central Registr Section, Communications Division Fé A, will be
i 3 ) 2

loceted as follows: ' - ' T . ' " . ‘
Contral Lail Thit 307 South Blér.  (Ext. : STAT
Couricr Unit 317, 321 South Tldg. (3

STATINTL 2e The saniling address for CIQ, as n‘;'zldicated in CIG Adminiatrative

I:I dated 30 Centember 19485, +ill remain as follows:

Contral Intellizence Group
(Game of Activity)

Room. 2161, Few “ar Dept. Bldp.
2lst and Virpinia Avenue, . '/,
Tmonington 25, N G

FOR TER DIRECTOR OF CENTRAL INTEZLLICENCE ;

STATINTL ’

) GOLIONEL, AGD
Executive for Personnel and Administration

ORI g cnbin o ng,

s PP o




: DTATINTL

v :l I:Z:Lteusion|:| :

oL THL LTRECT o::,kr CmIT‘U\L TUTELLIG 1};1rc1~;;
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10 Deceombor 10406

13O ANDUL POR: A1l CI& Berzonnol

SUDJLCT: Chrristmas Decorations -in Covernment Duildings

1. Cuoted below is a mernorandun received fron the Cffice of

buildinps anapenent, Fedeoral .orks Apency, Fublic Bul]dln,ﬁ Administration,

raparding Christnas decorations in flovernment buildings:

"Decomber 2, 1040

T3 Chief Clerks amd Administrative Officers of' the
) Execulbive Departments and Indenendent Aroncies

SUBJLCT: Christmas Decorations in Government Bulldings

.

“le would annreciate pour coomerat:

N

(mrictmos decorasions in buildinqs orcrated

1aer b

4 voagonable number of Chriswmas treen
ol f:.;.‘c--:"o"i"'f"ﬂ've construction and in
ler vroltec
iG] “Ullu 1ps writhous sueh nrotechlon unle
T rintencent. The
than seve daite

siom, o '*r€c~ will e
smroval 1z ~iven
oe should not be lept in buildings

n in 4he enforcement of the
following refulations regarding the placing of Chrisvnas

trees or

b this office.

=laced in buildings
brildince provided wi th

:wor itted in

1y cotben or other dnflammable materials ma- be uscd Tor decorab-

inpg the trees.

1o lighted candles will be wermithed in any buildings.
Ileckrie lirhts will be nermitted o Curistries trees and in huildings,

1P the inehallation of such liphts ir insmected ond anpr oved by the
Surerintendent. Inflarmahle decorations will net be nez’m;‘r\,ed in

muildings without the a=nroval of the Sup
decorations and Juristmas trees is conte

lated

Cobtained frov Gio .‘;\;pminuezndeﬁh.

intendent. If the use of

for dance narties,
or ollicr patherines in Covernment buildings, ndr ior a“«roval rust be

Should there be anv question concerning the inte roretation of the
ahove remiletions, the Sunerintendent should be consvlited.

The anmrcach of a nev year ~ives us an o-nortunity to re oflect upon the
accorrlishnents of the npast tuelve months, and upon the importance your: ‘

choneration and mood will nl

Dernit us ot Bhis sine o expross ounr gincere aywreciation for the fine swhs

of coonoration yeu have £0 Ll‘oovontl deronstrated.
FEEN :

= in the effectunl functloning of this offices

Denutsr Cormigsioner:

for Duildings

ngtruction, Ar ouef'tmﬂ m ‘huls connec'l.lon sn.oulo bc gl

GG

1anaporment!

e It is rcque,ued -Jﬂb cﬂl *ﬂo;somxol oL CIL— 4011;'.»1—;! it this

App‘roved For Release 2003/01/27 CIA-R
c“L.t*'

ano “dvmn w tr
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SUTLDING
Avenue, Mo W
Do G
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25 November 1946 -

A1l CTG Prrsonnel

SUI BT Congervation of Fuel and Blectriclty

1. Q*.xci..,cl velow is a momorandum from the Office 01'_‘ Buildings
Public Dwiidines Admindstraticn, ‘"c,dcral Works gency, cbe
Ao af Tuel ?ml ablL.CuTlGlt,[”

t Yovember 21, 1946

SORHOEL Tor Crief Clerks: Administrative Officers -off the
Txecucive Drzyar aents and Independent \gencies

Gu;s:rvatxon of Fuel and Electri .Li,y

| STATINTL

as directed the Fublic Build

CVeTT NECESE .B,I‘V step to conserve the Upvarnmeni! o
of electricity. In view of the sarisus i
“retvrn to war time heating snd Lighting

citnation and to "Lr‘co"pu sh the moxinum seving
STy necessary bl we have the £Ull coos
The gteps that e -naken by Coverr:

0
pH

Do not use wineees
1‘1-‘-:0};) wj.zmov-ls P
] S NOL OLINCCCSual

il 4y
SN e

het progy am of monitew contrel
mn vO”'.J naterially assist 1 conse
uis nature would dnsurae thal wind:
",.'wmt overheating and li;itbs it m:--l

LI LY

tooclozad. roaintors

and your

: 1 COOprTthn in the past h as
G m on: at this time will be dee ;‘
%s STATINTL
S T TRy COTBLESOLET |

Lor ﬂwlmugs xuan”-’f

2 It is rcquebtc,c. ’chat al.L om] oyces of t'mi- ,COn ral Iﬂ bc.lllmm
with bh,Lr\ e "nor"nmn. ' k : T By

‘

- Group comply

1'01[ ;E DIRIC '"Ori OF R,

STATINTL

Approved ;‘F,bﬁ,Réle«a;s‘e.Zobmjtzrticm;ﬂbi’ F1.00728R00000004002A K tration




C25X1A

- SONFTDENTIA
SONET Qll L

pproved For B’g.lease 2003/01/27 : CIA-RDP81 00728R000@00040027 1
i r
CENTRAL INTELLIGENCE GROUP

NET “IAR DEF..RTHENT BUILDING
21lst and Virginia fAvenue, N.: ‘M.

“ashington, De Co . | . i
:LY\ depad u [l /¥ &

21 November 1946 o g,

MNEZORANDUM FOR: ALL CeT.Ge. PERSONNEL

SUBJECT: Definition of Central intelligence Group

1. Inguiries are continually being made by persons sincercly interssted

in the organization of the Central Intelligence Groups These persons

~include, of course, prospective cmployees as well as persons who merely

M10qufvthe existence of such an organization, and upon meeting an
employee of thié Gfoup they generally ask, in effect, "Just what is the
Central Intelligence?!

2. In order that uniformity may be maintained in enswering such in-
quiries, and in order that maximum possiblc security may be attained,‘it
is belicved that a uniform definition should be establisheds It is,
therefore, proposcd that the following delinition of the Central Intelli-~
gencd Group be used in rcsponse 4o ihquirigé which are incvitable and
legitimate:

”The Central Intclligence Group is a recently created
intcrdepértmmntal organization in which the State, Var,

Navy and aOﬂCtlmCu other depart tments participate. It co= -

ordinates all activitics of the Government involved in

. {
obtaining and analyzing information about forcign countries
L o

which -this country necds for its matioddl sccurity. It

also furnishes 1ntcrdopartmenta1 analyses of this type of

ﬁnJormatlon for. use by UOvernmcnt o{flclals."

o

'tho dcflnltLon, Mﬁllb bachally true, is uanVLallng and should

: sLop furthor cur1031ty.

FOR THE DIRECTOR OF CENTRAL INTELLICENCE:

- YL Colonaly GAC -
T cut1VL for rorSunnbl znd_Adnlnletratlon :

25X1A

IA-RDP81.00728R000100040027-1
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’ CONFIDENTIAL o COPY 1 JOOOM

CENTRAL INTELLIGENCE GROUP - 72 )
NEW WAR DEPARTLENT BUILDING ClG-A-FZ° -~
21lst and Virginia Avenue, N. W,
Washington, D. Ce

6 November 1946

IEMORANDUI{ TO: ALL CIG PERSONNEL

SUBJECT: . - Change No. 1 to Memorandum Dated 1l October 19&6
SubJect' "Long Distance Telephone Usage"

1. Subject memorandum is amended as indicated below?

a. Paragraph 2(b), after the words "Chief, Inter-
departmental Coordinating and Planning Staff", insert the words
"pssistant Director for Operations".

“be Paragraph 3, change the words "Chief of Office
of 'B! Depuﬁy" and "Administrative Officer for 'B! Deputy" to
read "Chief, Commercial Conﬁacts Branch of Office of Operations"
and ﬁAdnﬁnistrative Officer for Commercial Contacts Branch of
Office of Operations", respectively,

FOR THE DIRECTCR OF CENTRAL INTELLIGENCE:

25X1A

Tolonel, CAG
Executlve for Personnel and Administration

CONFIDENTIAL

w«w«- T s 450t S Sy b B Pttt »-.," ‘*r"w et A, " P B My - o e, et Amritbi e A Y

P81:00728R000100040027-1
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CENTRAL INTELLIGENCE. GROUP -

4 YNovenber 1946
MENORANDUF FOR: All G.I.G. Personnel

Subject: Final Report of the Chairman, C,I.G, Conmumity
‘ Chest Campaign. : :

1. The recent Cowmunity Ches Prive in C,I.G. was an overwhelming
-8uccess!  The response was unanimous and your generosity put us Vover
oL
the top", : ' »

STA}L'INTL R 2o A total of $1235,00 vas pledged or contributed during the - )
i Campaign from 18 October to 22 October. On the basis of the total.

: personnel assigned to C,I.G. %exclusive of SSU persomnel) this iieans

; . an average contribution

. 2. All pledge cards and funds have been turned over to the res-
pective Departrnents represented by C.I.G. persomiel, But it is still
not too late for last-rirute contributions! The Chairiman will gladly
accept late donations and forward them to the proper Department.

4; The success of this Campaign, the first in which all C.I.G.
perscinel have participated, reflects great credit on €,I.G.

5« ~ On behalf of the Community Chest Federation Agencies vwhich
'will benefit during “he coming year through your generosity, I wish
to take this opportunity to ‘thanl you for your part in this Campaign.,

STATINTL

“ ' Chairman, Cormunity Chest Campaign i
‘ For the Central Intelligence Group ‘
; .
i
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CENT RAL INTELLIGENCE GROUP Vi

WEW WAR DEPARTMENT BUILDING
21st and Virginia Avenue, M. W
Woashington, De Ca

30 October 1946

MEMORANDUM
TO: All CIG Personnel

SUBJECT: Armistice Day

1. The Président has declared Armistice Dey, londay,
11 November 1946, a legal holidays . '
2., Therefore, CIG ‘personnel \vill_pot be re‘quiredv to
" report for dﬁty that <ay b, except such personnel as are usup.liy reguired

on non=~working dayse

FOR TIE DIRECTOR OF CENTRAL INTELLIGENCE:

STATINTL

- Deputy Executive for Porsonsel]
and Administration !

L

=

e

.
e

=) -.-t‘-m.--...-.%mmux‘ﬂmyy
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., CONFIDENTIAL

24 October 1946

MEMORAYDUM TO: All Office of Special Operations Personnel in Washington

All personnel of the Office of Special Operations employed in the

. States in a pennanent capacity ma/, when it 1s necessary,'state in response

to inquiries from sources outside of the CeI.G. that ‘they are employees of

the Central Intelligence Group. The discussion should end therse. ‘However,

! if embarrassment would follow or undue curiosity be aroused from failure

to answer further‘inqﬁiry,-they mey give a vague answer which, while being

basically truthful, is entirely -uninformative and reveals nothing with

resﬁect to the nature of C.I.Ge or 3.0. operations. ' They may, for example,

select some typé of activity which, by virtue of their own backgrounds,

they are quelified to perform. An individual who is a lawyer by profession

might state that he is engaged in the study and processing of legal problems

and ‘claims which arise in congunctlon w1th the operation of any Government

agency or department, or that he is engaged in making roubine investigations

of applicants for positions with the C.I.G. An individual with a baékground

of accountlng mlght state that he is working on "payrolls," "budgets," or

"statlstlcal compllatlons” of warious natures wmth which he might loglcally

p301t1es may

be familiare. Personnel employed in secretarial or clerical ca

merely state that they are engagéd in goneral secrebarial work or general

clerical work, such as flllng, 1ndex1ng, and’ thp likee.

All responses to inquiries should be ualculated to discourage further

questioning insofar as possible. This may be accomplished by’ 41sp1ay1ng
an attitude lacking in enthusiasm and by glvlng answers whlch are vague '

) COHFID NTIAL

]‘\,‘. o : : _1.‘ ;. 4 I

United

RDP81 0728R000100040027—




and as uninteresting as possible.
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Witﬁdraw from coﬁversations which shift.

to dlscussmns of occupatlons, and dlsplay a lack of interest in other

persons' JObS.

Of equal importance to Special‘Opofations, from o security viewpoint,

is the relation of its personnel, both individually and collectively, with

other branches of the Govermment ‘and other offices.of c.I1,G.

It cannot be

too emphatically stated that these relations have all been formelized and

are handled through established channels, and by means of lisison agréemsnts,

These procedures must be rigidly adhered to.

For example, the Security

Division is charged with the responsibility of contaé:ﬁing various Government

agencies which may possess information relative to personnel and prospective

employees. - Anyone interested in havi_ng this type oi‘“ inquiry co'nducted must

rofer the mattor to the Security Division.

This is only one. example, however.

Ignorance of ostabllshed proccdurcs cannot be accepted as an-excuse for .

1nd1v1dua1 and unauthorized contacts by our personnel.

In no case may anyone employed by Special Operations discuss his

official duties, office activities, or anything relating thereto, with

anyone in any other Govornment agency, in any other office of CeleGe, or,

for that matter, with anyone in. 0.8.0..who does not have a legitimate and

direct interest in the particular matter.

It has rece‘n‘ély comer ‘to my attention that individuals in the operating.
. | 1

branches have taken it upon themselves to contact employees ‘of‘ CeleGe with

respect fo prospecfive employees, whon they knew that the C.I.G. ‘emplpy'ee

i

- was acqualnted with the person belng con51dered f‘or recrultmen‘c. O'bvibusly’,

these matters should be handled by Personnel I‘rocurement Sectlon, Proaects

' CONFIDENTIAL

RDP81:00728R000100040027-1 - -
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Support Division. Such informal procedures ars strictly forbidden and, as

i
g

stated above, our established procedures for handling all official matters

must be strictly complied with.

25X1

DOBALD H. GALLOTAY, ' !
Deputy Director, 0.S.0.
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CLUTRAL TIHLLLIGLICE anQup
SIS DLPALUE T BUTLDING
2lst and Virginia Avenuo, .,
dashiington, D. C.

18 October 1946

1

TO: © Al1l CIG Porsomel
SUBJLOT: Clunpe in Cufoteria Hours
Effective licnday, 21 October 1946, the new hours of the Cafeterin

located in Cue Building will be in force. Thoge 1ill be as Tollows:

Breakfast = Irom 0745 %o0. 0830 hours
Luncheon - Trom 1115 to 1345 hours

FOL TN, LIDLCTON O CIOUTRLL ITIMULLI GLICE:

STATINTL

Jeruty Bxecutive for lorsonnel’ : '

S
and

Adminis tration

-
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CENTRL TITELLICSICL GROUP Indsxe & WETERTEE
NIZW VIAL DEPARTZNT BUILDING Ay .
2lst and Virginia Avenue, N. i,

Yashington, D, C, o

B

: ‘ 14 October 1946
i 11 ORAITDUL: e

T0: Al)l CICG Personnel

SUBJLCT: Long; Distance. Telenhone Usarne

le Memofnndum, subject as cbove, dated G September 1946, is hereby

.rescinded, and the following is substituted therefor:

2+ War Department Adninistrative Nemofandum Ho.[:::];dated B‘Kay 25Xﬂ,

1944, provides that the following procedures be followed in all instences where

long distance telephione otlls aré made from offices serviced by the Var Den:rtment

switchboard,
o Personal 1ong‘ distance telehhono calls will not 'be

nade through uho Dennrtnent'° switchborrd Lut will be mede from

coln box teleplhones located hroughout the buildinge

be Mo long distance telephone call will be ncde over lecsed

.

line -or comeréial facilities by any porson in the Central Ip-

telligence Group for the trensaetion of official businoss unless

~the call is specifically authorized in advance by the Director,

‘the Dxe "+'Ve'to the Director, the Assistant Ixeccutive Director,

the Cﬂlef Intezdcnart”en+a1 Coordinating and Planning § uff,A;3;5+3h¢19"e¢4,(
ov Opevati ong ) e
Assistant Director for Collection and Dissemination, and the : i

‘Exacutivé for Personnel and Administratioﬁ. A list of the prrsons

to whom uuthorlty to anprove long dlstancc phone call hss been

delnrated has been furnlshed to the Director of Gonnunlcatlons,

‘ Y
O;flco, Socretarj of “lar, . o Ch

'3.3 It ulll be the responulblllty of each person naned above

to:

”‘vfl) Examine each request to plcce a lon% distonce

te enhone chll to dnterﬂlne 1f the call is necessuxy or if

tlntulq e tcn-du/ rewort vheet., Thlu reﬁort sheot

loimn‘nﬁalncn nt the dosk of Lhe quthorlzod 1nu1v1duc1 -

T1e 1nforwut10n w1ll bc enterod cn +he ton- S

MEMORANDUM .
634000400271 - :
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fron the roport sheot bubt o neow cuthorization must be granted
rnd recorded vhen the call is wpein placods Incomrlotod oclls
will not be hold over from one day to the noxt but shall bo

.

‘ cancolled at tho onld of cach dayre This ropord will be sont to
the Exccutive for 1’0!‘501111(:1 and Administretion, Room 2164, Mew
tlar Departmont Euilding, £o roach him before 1200 on tho 6th,
lG‘ci‘z, end 26€h of cach monthe "l‘ho renort on the 6th of cach
nenth will include the ton-dey poriod from the 26th ddyuof the
prucoding.; nonth through the 5th day of the current monthe Tho
renort on the 16th of ¢ach month will includc the ton-doy nerioed
from the 6th threough the 15th dc.y of the currcnt menthe | Tho
report on the 26th will includo the ten=-day poricd from the

16th through \,}w 2.) ch‘, af the 'currgnt monthe Thesg report
ghcots will be checked against the War Depnrtmont bill by tho
Office of the Dircetor of Corvwniecations, Office, Scerotary
of Wer, cnd uncuthorizod calls will be reperted for discipllinury ..
cetione .

(3)  Cuordinate rcquc.;sts s thafc sevoral ﬁcoplc: in thc-

senie of fice whe may hc.-}c to call the sac point con. do so on

A

the me call,

‘ (4) Sce that as mens colls as pors ible arc mide befere
ODSO; besreon 1200 and 1400, and, aftor 1700, hours when the
tbra_f‘fic volunes arce.lightosts
5..’ The scane g;c‘ncr'a\l‘ limitations which apply to ion{; distanco cul]\.‘s‘

made through the far Departnent switchboard shall apply to those made by por=

sémnel scrviced from the |:|switchboc.fd. Calls made threugh tho

N

switehboa 1‘d must bo mut‘xorlh d in culv...ncc by the Assls tent Di=

re ctur for Snecml Oporat 1ons, thc Exocutlvc, OfflGOI‘ for Spcclfl Oncratlms,

Ln‘ A<:51stent wautlvc Offlcor for Spcclul Oport tlr\ns, Cuef of O"flco of

"'A" Dcmuty, Admnlutrutlv‘, Oi‘flccr for M Dcnuty, ouch Forcl”n Branch . Chlof-

21 Contasts® Opevations
\f "A“ Doputy, Chicf of Ofricoc“"‘ i "Admfﬁi‘?t‘féuﬁ Off'l'cor for "ﬂ'Comnum.alCod.
./. TR

.?r.no k.m Chlcf“ of Ferci: *n Comcrcc .nd ’I‘rc.vcl Qnu--noscarch Bre nchcs of "B" N
Drmutj, Assls“mnt Dlrccwr for soe.rcm 'nc’ ,Jvalx tiom, Exccutivo Ofucor of

Ofi‘lcc Qfl ucgom'ch cnd *’v: 1\\'*{:1 ~'1,' nc“tl* C‘ncfs‘of‘ t’w Conmunc.ﬁclznq, _'

'\*{
e

pron,cts uuwr\ort I‘:.nc.noc, uCI‘VlGOS, ou,urlt'f,- _nd Pcrsonncl DlVlsmns f)f thc

. mrsonnol d‘Admniqtnt:vu Brunch.‘ A 11qt of ncrson'qol &uthorlzcd 'l:o :;mnrovo i

IA-RDP81-00728R000100040027-1
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Te

official long distoanco telophone calls will be furnished 4o the Chicf Opcrator,

FOR THE DIRECTOR OF CEWTRAL INTLLLIGENCD:

25X1A

g

Colinol, CAC .
Exceutive for Forsonnel and Administration




